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Human Resources Director 

The Town of Pineville has an opening for a Human Resources Director in its Administration Department.  This position will report to the Town Manager and under their general supervision the Human Resources Director is highly responsible for the administrative work in the planning, organizing, managing and directing of the Town’s Human Resources Department. Considerable emphasis is placed on planning, developing and directing relatively comprehensive Human Resources and Risk Management programs including position classification, compensation, recruitment, employee selection, training, benefits administration, employee relations, policies and procedures, performance appraisal system, employee orientation, wellness program, safety, health and workers’ compensation insurance. Work involves considerable discretion and independent judgment in making non-routine decisions and recommendations based on Town objectives and goals. 

ESSENTIAL JOB FUNCTIONS 
Advises the Town Manager, Department Heads, Supervisors and Council Members on a variety of personnel/legal issues such as discipline and termination, employee versus contractor issues, appropriate interview questions, employee relations, etc. prepares disciplinary action documents and counsels departments on proper procedures; represents Town during legal proceedings related to wrongful discharge, unemployment appeals, and just cause and due process hearings.

Keeps abreast of all amendments and employment law updates to ensure minimal risk to the Town and maintain compliance. 

Formulates personnel policy recommendations and presents proposed new policies or changes in policies and procedures to the Town Manager and Town Council.       

Uses considerable independent judgment and discretion in meeting with staff and department heads to explain and interpret policy in rendering services and conducting appropriate procedures.

Counsels Town employees on a wide variety of work/life issues; receives and responds to employee inquiries, concerns and complaints; facilitates problem resolution.

Processes and maintains personnel transactions, records and files pertaining to appointments, transfers, promotions, separations, pay adjustments, and related personnel actions; reviews and approves all personnel actions for adherence to policy before forwarding to the Town Manager for final approval.

Maintains personnel records database; maintains and protects validity of personnel files and releases personnel information in accordance with the Public Records Act.

Recommends changes to existing benefit programs or new employee benefits programs that create an overall comprehensive plan offering core and supplemental benefits to meet the needs of employees; retains quality employees while remaining fiscally conscious; prepares Request for Proposals and/or census information to shop the market for new services. 

Implements and administers all benefit programs; works with vendors and brokers to ensure they adhere to all contractual deeds and provides superb customer service to employees.

Ensures compliance in the administration of COBRA, HIPAA, FMLA and all other related laws by adhering administratively, meeting appropriate timelines and maintaining confidentiality.

Administers the Worker’s Compensation Program, maintains all records of personal injuries, files and reports; work with departments to implement proper safeguards to minimize the risk and exposure for claims; partner with insurance company and maintains communication with employee to ensure they return to work as soon as medically able. 

Handles all leaves of absences and ensures that all proper paperwork is submitted and processed appropriately and notifications are communicated orally or in writing.     

Creates and maintains a comprehensive performance appraisal and development system to be adhered to by all departments enforcing successful completion of the probationary and annual performance appraisals in a timely manner, thoroughly reviews each evaluation to ensure that comments correctly reflect scoring and that it maintains objectivity.

Develops and handles the administration of a classification and compensation program that is equitable and provides a merit based system for pay increases.

Assesses training needs and provides training to staff in such areas not limited to, compliance based training, supervisory/management training, departmental training and all other applicable trainings as requested or needed.  

Creates a Safety Committee and works closely with the Safety Coordinator and Committee to ensure best practice procedures are incorporated with the operational policies and procedures of each department and  creates a safety manual of policies and procedures to ensure compliance with OSHA and all other government agencies.

Reviews the objectives of the Human Resources Department and formulates specific goals and procedures to accomplish objectives.

Requests budgetary funds each fiscal year to support the programs and activities of the Human Resources Department and works with the Town Manager to monitor and control such expenditures.

Assists in analyzing the needs of the various departments and makes recommendations for upgrades, reclassifications, and addition to staff.

Develops and coordinates employee events and programs that improve the morale of employees through appreciation programs, wellness programs, and any other related programs to boost communication and understanding of employer sponsored benefits and program offerings.      

Attends meetings, workshops and training seminars to keep abreast of changes in employment law to ensure compliance. 
      
Maintains a comprehensive spreadsheet of all pertinent information relating to employee’s personal information, emergency contact, employment and benefit information.           

Conducts surveys and promote employee feedback for the benefit of determining ways to increase employee satisfaction and eliminate or add programs that are beneficial to their work-life needs. 

Plans and coordinates employee related events and is responsible for employee communications, flyers, emails and intranet communication. Develops content for the Human Resources section of the Town’s website.    

Creates and compiles data for reports upon request.

Perform related tasks and/or duties as required.


KNOWLEDGE, SKILLS AND ABILITIES
Extensive knowledge of the principles, practices, and techniques of efficient administration of Human Resources and Risk Management; extensive knowledge of personnel and administrative principles and practices as they relate to recruitment and retention planning; classification/compensation and design, training, policy administration; benefits administration and employee relations; extensive knowledge of pertinent employment federal, state and local laws and ordinances; considerable knowledge of the principles of behavioral science, human relations, business administration, general management as they relate to administering comprehensive human resources programs; ability to plan and develop new and improved human resources programs; to promote human resources practices, manage processes and process improvement; ability to use discretion and independent judgment in advising department heads and supervisory staff on appropriate legal personnel and disciplinary actions to be taken; ability to analyze facts, present facts and make detailed recommendations both orally and in writing; ability to establish and maintain effective working relationships with the general public, employees, department heads and government officials.          

EDUCATION AND EXPERIENCE	 
Must have a Bachelor’s of Arts or Science Degree in labor relations, human resources management, public administration or related field and 5 to 7 years’ experience in Human Resources management; supervisory experience preferred or a combination of education and experience.

Professional in Human Resources (PHR) preferred, but not required.   

PHYSICAL REQUIREMENTS   
Must be able to perform the basic life operational functions of fingering, talking, hearing, and repetitive motions.

Must be able to sit extended periods of time, walk, bend, stoop and lift approximately up to 10lbs frequently and 20lbs occasionally.
  
Must possess the visual acuity to prepare and analyze data and figures; operate a computer terminal, do extensive reading and determine the accuracy, neatness and thoroughness of work assigned. 

HOW TO APPLY:
[bookmark: _GoBack]For consideration you may apply in the following ways at www.pinevillenc.gov. Under Town Departments, Human Resources and download the application from the website.  You can either mail, fax to 704-889-2364 or scan and email the application, resume, job references along with salary requirements to resumes@pinevilledsl.net for consideration.  


The Town of Pineville is an Equal Opportunity Employer and an Employer at Will
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