POSITION DESCRIPTION

DIRECTOR, HUMAN RESOURCES/ EEO OFFICER
Full-time, Regular, Exempt, Classified Administration
Under general direction of the Superintendent/President, coordinates the operations and activities of the Human Resources Office, serves as the District's Equal Employment Officer, ADA and Title IX compliance officer. Works cooperatively with all divisions and departments in routine matters designed to ensure efficient and effective personnel practices and affirmative action.

ESSENTIAL DUTIES
The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title

Personnel:

· Directs the operation of Human Resources including the processes and procedures of employment, salary placement, promotion, transfer, termination, and reduction in force for all District personnel.

· Directs the recruitment and selection of District personnel, monitors procedures and practices for compliance with established hiring policies and affirmative action guidelines; coordinates and approves processes and materials.

· Serves as Department of Transportation Federal Highway Administration Drug and Alcohol Testing Program Manager.

· Supervises the maintenance of personnel records, employment contracts and independent contractor contracts.

· Develops, interprets, explains, revises, and administers Human Resources policies and regulations; provides database management and development.

· Develops and maintains employee seniority lists for classified and academic personnel.

· Reviews related legislation affecting community colleges; apprises others of pending and actual changes to current practices.

· Maintains classification/compensation systems; monitors reclassification reviews and salary surveys; analyzes information, renders reports and makes recommendations; develops position descriptions.

· Manages the fringe benefit program including membership.

· Prepares the annual budget for salaries and benefits for all employees.

· Prepares and maintains a variety of files and records, including workers’ compensation and accident/ injury files and reports, student insurance, unemployment, disability, and life insurance.

· Develops and manages the annual departmental budget.

· Directs the continuing implementation of the Human Resources Module of the District’s database software system (SCT/Sungard Banner), including management of the Human Resources database and ongoing reassessment of the college's Human Resources business paradigms and processes.

· Collects data and prepares reports in response to federal, state and local requirements, including responses to DFEH and EEOC; monitors compliance with relevant federal, state, and local laws, rules, and regulations.

· Works with the Information Services department to submit state and federal reports such as IPEDS and MIS reporting.
· Works actively with Business Services and the Payroll Department to ensure timely and accurate sharing of information so that payrolls are issued effectively. 

· Provides advice on District Human Resources functions; monitors personnel practices for compliance with Board policy, collective bargaining agreements, and governmental regulations.

· Provides office staff supervision including selection, training, coordination of tasks, assignment of priorities, and conducting performance evaluation.

· Assists the Information Services department with the development of Personnel related computer programs and applications. Oversees the implementation and updating of, and implements or updates, the Human Resources module of the District’s database software system.

· Prepares a variety of items for Board review or approval including the Board agenda.

· Represents the District as a member of the collective bargaining team(s).  May represent the District in negotiations and/or grievance processes.

· Receives and resolves complaints, grievances and employee disciplinary problems and monitors disciplinary actions; discusses personnel and/or compliance situations with staff and attorneys; investigates as appropriate and prepares related reports.

· Provides information and serves as a resource to employees regarding their rights, classification, requirements, benefits, retirement, compensation and other related items.

· Attends workshops and meetings; serves on committees as directed.

· Oversees professional development activities, in collaboration with staff, as needed/ directed.

· Works with other departments and the Superintendent/President to implement and improve the District’s planning, accountability and decision-making processes.

· Communicates to the public or to employees on behalf of the Superintendent/President when required.

· Performs other related duties as assigned.
Equal Employment Officer:

· Coordinates the recruitment and selection of District personal, monitoring procedures and practices for compliance with established affirmative action guidelines. 

· Provides documentation and information related to affirmative action, EEO and ADA requirements, receives and investigates complaints regarding EEO, ADA, 504 and related regulations; serves as the Equal Employment Opportunity Officer and chairs the Faculty and Staff Diversity Committee. 

· Reports annually to the Superintendent/President on the status of recruitment and hiring and the meeting of equal employment opportunity goals as well as State, Federal and Board approved goals related to diversity in hiring. 

· Monitors applicant tracking for equal employment purposes.

· Attends workshops and meetings; serves on committees as directed.

· Remains current on California Community College Chancellors Office commitment to diversity, mandated reporting and implementation of “model plan” from the Chancellors Office.

· Performs other related duties as assigned.

MINIUMUM QUALIFICATIONS

· Bachelor’s Degree in human resources, public administration, personnel management, industrial relations, or related field from an accredited college or university; and two years of related work experience.

· Demonstrated sensitivity to and understanding of the diverse academic, socio-economic, cultural, disability, and ethnic backgrounds of community college students and staff.

If you do not possess the minimum qualifications exactly as stated above, you must file for equivalency.  If claiming equivalency, applicants are responsible for documenting all course work, degree programs and related professional experience at time of application.
KNOWLEDGE AND SKILLS

· Ability to: organize, interpret, implement and coordinate personnel and equal employment opportunity; learn and apply federal, state, and local laws regarding personnel; implement employee fringe benefit programs; assemble and analyze data; plan and implement personnel procedures; organize effective office management procedures; work effectively under stress; implement computer applications for personnel and equal employment opportunity functions; knowledge of integrated database management systems, retrieval of data and reporting from those systems; communicate effectively in oral and written English; and work with diverse college constituencies including administration, faculty, classified staff and students.  

· Knowledge of: Title 5 of CCR, Title VII, Title IX, ADA, OSHA and workers’ compensation laws, rules, and regulations; principles and practices of human resources administration; collective bargaining regulations and bargaining unit contracts; PC and related software, including knowledge of standard office software, including email, word processing, spreadsheets and presentations.

DESIRABLE QUALIFICATIONS 

· Master’s degree in related field and five years of senior leadership experience; or the equivalent.

· Expertise or experience in database software implementation and maintenance; ability to facilitate implementation of complex processes involving multiple departments.

· Familiarity with continuous quality improvement in complex institutions, and with data-based decision-making.

PHYSICAL CHARACTERISTICS
The physical abilities involved in the performance of essential duties are:

Ability to perform the following with or without reasonable accommodation:
· Vision sufficient to read handwritten, and printed documents and computer screens.  Speech and hearing sufficient to communicate in person and by phone.  Manual dexterity sufficient to use a variety of office equipment and tools, computer keyboards, and to manipulate papers.  Mobility sufficient to move throughout the work site.  This work is performed indoors under general office conditions.
COMPENSATION

Salary Range: $75,204.00 – 88,512.00 annually.

Fringe Benefits:  The District provides a comprehensive fringe benefit program for employees and their families and membership in the Public Employees Retirement System (PERS).  Most benefits apply to employees and dependents.  A sharing of the cost of health benefits exists in District policy.

APPLICATION PROCEDURES

Applications and position descriptions are available on the Feather River Community College web site at www.frc.edu
Interested applicants must submit all of the following:

· Completed application on approved Administrative District application form

· Legible copies of college transcripts

· Resume of educational background and experience

· List of professional references addressing pertinent experience/skills.

· Applicant Equal Employment Opportunity Survey (optional).

Individuals with disabilities requiring reasonable accommodations in the application, testing or interviewing process must contact the Human Resources Office.

NOTE:  All materials submitted become the property of the District.  Materials submitted will not be returned or copied for return and will be considered for this announcement only. Application forms and equivalency forms may also be obtained by contacting the District Human Resource Office.  

CLOSING DATE FOR APPLICATION

March 15, 2010 by 5:00 p.m.
Postmarks not accepted
All required documents listed in the Application Requirements section must be received in the Human Resource Office by the application closing date.  Meeting the minimum qualifications does not assure the candidate of an interview.  Applicants will be notified as to whether or not they have been selected to appear for an interview. Finalist may be required to return for a second interview.

This flyer does not represent an offer or contract for employment.  Additionally, this is an advertisement only.

The complete job description can be obtained from Human Resources.

All travel and interview expenses are the responsibility of the candidate.

All appointments are conditional until approved by the FRCCD Governing Board and subject to verification of information provided in the application packet.  At the selected candidate’s expense, proof of freedom from active tuberculosis will be required.  Employment will be contingent upon proof of employment eligibility in compliance with the Immigration Reform and Control Act of 1986. 

FRCC reserves the right to cancel, revise or re-announce this position.  All grant funded positions are contingent upon continued funding.
THE COLLEGE

Feather River College is a small, fully accredited; public community college located north of Lake Tahoe in the scenic Sierra Nevada Mountains.  www.frc.edu. 
Feather River Community College is an Equal Opportunity Employer.  In accordance with state and federal laws, FRCCD does not discriminate in any of its policies, practices or procedures on the basis of race, color, national origin, religion, gender orientation, disability, age, Vietnam-era veteran status, medical status, ancestry or marital status, nor does the District discriminate on the basis of citizenship, within the limitations imposed by law.
FRCC IS AN EQUAL OPPORTUNITY EMPLOYER
WOMEN, MINORITIES AND PERSONS WITH

DISABILITIES ARE ENCOURAGED TO APPLY
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