Disclaimer 

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.

Roswell

Human Resources Manager

POSITION SUMMARY

This position is responsible for managing, planning, organizing, and directing the City's human resources programs.  Work involves directing and supervising the work of personnel involved in developing, implementing, and coordinating programs in all aspects of the human resources function.  Work is performed under the limited supervision of the Assistant City Administrator.

MAJOR DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.

Plans, organizes, and directs the operations of the City's human resources program including recruitment and selection, compensation and benefits, workers' compensation insurance, property and liability insurance, employee relations, performance appraisal, and training.

Directs and supervises personnel engaged in administering human resources policies and programs; assists in recruiting, interviewing and selecting personnel; plans, schedules, and assigns work; instructs and trains in correct methods and procedures; establishes work priorities; monitors work on a daily basis; reviews and evaluates employee performance.

Oversees maintenance of all human resources records and files.

Reviews and approves all human resources-related changes.

Approves and recommends training programs.

Administers, monitors, and updates human resources policies and procedures manual; ensures compliance with Federal, EEO, and other applicable guidelines.

Conducts exit interviews.

Implements and directs administration of employee benefits programs, which include selecting vendors and ensuring that programs are administered properly and adequately.

Manages the job classification and compensation program, which includes writing/revising job descriptions, classifying positions, and ensuring the City's pay plan remains competitive.

Manages the employment activities for the City, including recruiting, interviewing, selecting, and orientation.

Counsels and provides direction and interpretation of policies and procedures to managers and employees.

Operates a computer and other standard office equipment.

DESIRABLE QUALIFICATIONS

Education and Experience

Bachelor's Degree in Human Resources, Business, or related field from an accredited college or university.

Seven years of increasingly responsible experience in human resources work, with supervisory experience.

Any combination of education, training, and experience that provides the required knowledge and skills is acceptable.

Certificates, Licenses and Registrations

None is required.

Knowledge, Skills and Abilities

Thorough knowledge of human resources management, procedures, and operations.

Thorough knowledge of state and federal laws affecting human resources operations of local government.

Thorough knowledge of methods and practices of classification and pay, testing, and selection.

Thorough knowledge of various employee benefits programs, retirement programs, and property and liability insurance programs.

Thorough knowledge of recordkeeping and filing techniques.

Thorough knowledge of City's and department's human resources policies and procedures.

Thorough knowledge of City organizational structure, processes, and inter-relationships.

Thorough knowledge of management principles and supervisory practices.

Good knowledge of modern office practices, methods, equipment and standard clerical procedures.

Good knowledge of computers and related software applications.

Good knowledge of Business English, spelling, and arithmetic.

Good knowledge of municipal budgeting procedures.

Skill in using computers and other standard office equipment.

Ability to plan, direct, and supervise the work of subordinate staff.

Ability to enforce departmental rules, regulations, policies, and procedures.

Ability to compile, analyze, and evaluate data.

Ability to prepare and maintain clear, accurate, and comprehensive recommendations, records and reports.

Ability to maintain a high level of confidentiality.

Ability to understand and carry out complex oral and written instructions.

Ability to deal tactfully and courteously with City employees and the general public.

Ability to communicate clearly and effectively, orally and in writing.

Ability to establish and maintain effective working relationships with City employees, vendors, and the general public.

OTHER REQUIREMENTS:

Requirements included in this class specification may be subject to modification in order to reasonably accommodate individuals with disabilities who are otherwise qualified to perform the essential duties of the job.

