Middletown, CT
Job Description

Classification Title Manager of Human ResourcesBirecter-of Human
Resourees{BOE)

Job Code

Department Board of Education

Union Group Teamsters 671

FLSA Status Exempt

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to coordinate implementation of services, policies and
programs. Initiates and leads Human Resources practices and objectives. Assists in
the development of procedures and assessments that support goals of the school
administerdistrict. Administer the Board of Education’s personnel and labor relations
programs for Certified Staff and to assist with Local #466 positions. The work is
performed under the direction of the Superintendent of Schools

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 Guides and manages overall provision of Human Resources services, policies and

programs. Sesscianierndsarisisniolathereeriimeneleciicd oot ond
paraprofessionals:

+—Coordinates-annuaHeb-fairs-as-recessary-Directs recruiting and staffing. Provides

employee orientation, training and instruction. Counsels managers on candidate selection.
Conducts and analyzes exit interviews.

and—pa#ap#e#es&enal&Oversees compensatlon and beneﬂts adm|n|strat|on

Ensures employee safety, welfare, wellness and health.

eem#ed—s{aﬁ—wﬂrd—pa#apm#esaenaJ&Prowdes tra|n|nq and mentonnq to

Administrators, Managers and Principals to coach and discipline employees.
Schedules management conferences with employees. Hears and resolves
employee grievances.

%Fans#eHenu%e—Fenrenﬂwwlea\%and—pmﬁmeprManaqes and oversees substltute
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teacher positions, which includes recruitment, interviewing, hiring, disciplining and

termination.

and—lengevnylmplements and manages emplovee attendance throuqh AESOP

system. Creates teacher, school and district-level preference lists. Tracks absence

trends and reduces discretionary absences.

e Assists in labor relations, Assists-n-administering collective bargaining agreements,

grievance hearings and contract administration.

e Receives and investigates complaints. Prepares dispositions of general allegations.

Recommends corrective action to Superintendent. Administers discipline and

corrective actlon to staff. —meludmg—salary—sehedwesﬂfer—a#eemﬁed-and

e Oversees the administration and supervision of the Insurance/Benefits office.
Reviews and approves payment invoices.

ba#gwmngunegenaﬂen&and—bwget_de\empmen%As&sts executlve team W|th

preparation of Board of Education Budget. Prepares and administers Human

Resources department budget.
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peaﬁen%Admlmsters mandatory state or federal emplovee programs. Dlrects
management referrals to employees for required sessions.

plaee—s&uden%teaehe#swﬁ%—th&dﬁmekprepares a variety of reports for State and

Federal Government. Collaborates with City Human Resources Office, Human
Relations Department and Legal Department regarding correspondence, employees,
vacancies, hiring, policies and procedures, grievances and litigation cases.

o Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

Bachelor's degree in Human Resources, Business or Organization Development and at
least five years of progressive leadership experience in Human Resources

Qosmon %&A@Waﬂen%@a@ed—ﬁe%m%h%—ye&@—eﬂela&ed#um&n
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PREFERRED QUALIFICATIONS

Master’'s degree in Human Resources, Labor Relations, Benefits or related field and
seven to ten years of progressive leadership experience in Human Resources position.
Specialized training in employment law, compensation, organizational planning and
development, employee relations, safety training and preventative labor relations. PHR,
SPHR or GPHR.

KNOWLEDGE, SKILLS, and ABILITIES

and development, employee relations, safety and training and development

o 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.

o Reguires-the-aAbility to utilize a wide variety of reference, descriptive, advisory
and/or design data and information such as financial statements, applications, test
results, lists, letters, reports, contracts, rules and regulations, policies, codes,
ordinances, statutes, procedures and non-routine correspondence.

e Must possess excellent organizational skills

e Must possess finance, budgeting and accounting skills

e Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population
| o Ability to Wwork independently




Classification Title

Middletown, CT
Job Description

Manager of Human ResourcesBirectorof Human
Ressurees(BOE)

Job Code
Department

Board of Education

Union Group
FLSA Status

Teamsters 671
Exempt

Pay Grade

Ability to Bbalance competing requirements and needs of client organizations

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

Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

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

Ability to Eeffectively present information and respond to questions from students,
faculty, staff, and visitors

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

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

Ability to Mmeet schedules and deadlines of the work unit
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e Ability to Scommunicate in English effectively orally and in writing

e Ability to Mmaintain well-organized materials, files, systems and tools
o Ability to Aadapt to changes in work situations and priorities

e Ability to Rreason/analyze; use logic to identify and resolve problems
e Ability to Eevaluate, organize, and summarize data and information

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

o 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
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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.

Position requires stooping, kneeling, crouching and reaching.

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




