Middletown, CT
Job Description

Classification Title Director of Human Relations
Job Code

Department Human Relations

Union Group Non-Representation

FLSA Status

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to direct staff and operations of the Human Relations

Department. pPlans, coordinates, organizes, conducts,-develop;-update; administers
and supervises an array of comprehensive multi-dimensional and diverse programs to
ensure compliance requirements with federal and state laws, statutes, requlations and

Executlve Order for Cltv of Mlddletown d#eeHheAiﬁ%maWeAeHen—EquaLEmpieymem

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

e Receives and investigates complaints_of discrimination, harassment, hostile work
environment and other allegations. Conducts interviews and meetings. Confers
with appropriate Counsel as needed. Reports findings and makes corrective action
recommendations.

»—ReceivesReceives Affirmative-Action{AAYEEO-Fair Housing and related social
issue complaints from individuals. Documents and addresses complaints.

Negotiates resolution of housing matters. Assists displaced, homeless and fire
victims in finding shelter. Interprets and administers pertinent laws and requlation

appllcable to housmq dlscrlmlnatlon —empieyees&ndrgmupyﬁhe%el%,te%hey—have
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and—reeemmendatrensManaqes and admrnrsters WaIter C Jones Fund Proqram
Reviews agenda, completed applications and applicant reports. Meets with
committee for reviews and disposition. Monitors and reports program issues and
operational and procedural changes.

empleyees—eendaets—m—heuse—and—eemmwerty—trarmng—Plans develops and

manages Affirmative Action Plans/Programs. Formulates goals and objectives.
Monitors and generates reports on City’s hiring and recruitment practices. Ensures
appropriate contract compliance.

. Prepares and d|str|butes a variety of reports documents and correspondence 3

e Serves as spokesperson for the City on AA/EEO, Fair Housing, Organizational
Training and Human Relations matters.

taJrK&PIans coordrnates and admrnrsters Veteran Affarrs Servrces Coordlnates
public and private facilities concerning veteran reemployment, education,
rehabilitation and adjustment. Secures services and benefits for veterans.

alt—ertyempteyment—reb—reqamtren&Supervrses department personnel Provrdes

training and instruction. Plans, coordinates, assigns and reviews work. Maintains
standards and evaluates performance.

»—Counsels and advises Mayor, Department Heads and other officials on social and
economic issues relating to employment and compliance with requirement. Prevides
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e Prepares, monitors and administers department budget.

e Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

Bachelor’s degree in Public Administration, Business Administration, Labor Relations,
Human Resources Management, Seecial\Weork; Counseling, Sociology or a related field
and at least five years of professional experience in Affirmative Action, Equal
Opportunity Assurance, Labor Relations or Human Resources Management with three
years of experience of prlmarv responsibility for afflrmatlve action and equal opportunltv

Appropriate education substitutions can be made.
Other
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Ten hours of training in first year of service on state and federal discrimination laws
and internal discrimination investigation techniques.

PREFERRED QUALIFICATIONS
Master's degree or Law Degree.

KNOWLEDGE SKILLS and ABILITIES

ves:Ability
to interpret and apply relevant state and federal Iaws statutes requlatlons legal

procedures and employment practices related to civil and human rights laws

Reguires-the-aAbility to provide first line supervision. Ability to persuade, convince,
and train others. Ability to advise and provide interpretation regarding the application
of policies, procedures and standards to specific situations.

Reguires-the-aAbility to utilize a wide variety of reference, descriptive, advisory
and/or design data and information such as statistical statements, complaints,
reports, records and databases, investigations, dispositions, legal updates, statutes,
procedures and non-routine correspondence.

epe#a%ms%h%rens—algeb;&a;mnwwepstansues—Abmty to neqotlate

Knowledge of federal, state and local programs and resources

Must possess analytical and diagnostic skills

Knowledge of housing discrimination laws and practices

Knowledge of applicable federal and state Veteran laws, public acts and regulations

Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

Ability to Wwork independently
Ability to Bbalance competing requirements and needs of client organizations




Middletown, CT
Job Description

Classification Title

Director of Human Relations

Job Code

Department

Human Relations

Union Group

Non-Representation

FLSA Status

Pay Grade

Ability to Aapply listening and interview skills, work under pressure, address conflict,
solve problems, and make sound split-second judgments

Ability to Bdevelop and write reports, policies, and correspondence
Ability to Hhandle common inquiries or complaints

Ability to Wwork with mathematical concepts such as probability and statistical
inference

Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions

Ability to linterpret an extensive variety of data and instructions in written, oral,
schedule, mathematical, or diagram form and deal with several abstract and
concrete variables

Ability to Pperform mathematical computations such as addition, subtraction,
multiplication, division. Calculate percent distributions, increase rates, and similar
computations.

Ability to Eexercise good judgment and focus on detail as required by the job

Ability to ©operate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

Ability to Yuse (or learn to use) computer software and systems applicable to the
position

Ability to Ffollow oral and written instructions and procedures

Collect, organize, and interpret data and prepare accurate records

Ability to Scompare data from a variety of sources for accuracy and completeness
Ability to ©organize large volumes of detailed data and information

Ability to Wverify and maintain accuracy of detailed data and information, detect data
errors

Ability to Mmeet schedules and deadlines of the work unit

Ability to €communicate in English effectively orally and in writing
Ability to Mmaintain well-organized materials, files, systems and tools
Ability to Aadapt to changes in work situations and priorities

Ability to Rreason/analyze; use logic to identify and resolve problems
Ability to Eevaluate, organize, and summarize data and information
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| e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

| e Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS

Exerting up to 10 pounds of force occasionally, a negligible amount of force frequently,
and/or or constantly having to lift, carry, push, pull or otherwise move objects, including
the human body. Sedentary work involves sitting most of the time. Jobs are sedentary
if walking and standing are required only occasionally and all other sedentary criteria

are met.

WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the

essential functions.
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Position requires talking, hearing, seeing, grasping, standing, walking and repetitive
motions.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 03/03/15

Dates revised




