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1. Primary Function: Supervises the development, administration and interpretation of the 

District's collective bargaining agreements and personnel policies.  Provides leadership to 
the District in the area of labor relations.  Supervises the administration of the employee 
benefits and staff development programs.  Supervises classified employee personnel 
functions for the District including the employee evaluation process, compensation and 
benefit programs, labor relations activities, and personnel record systems and the 
supervisory recruitment and selection process for nonlicensed administrative positions.  

 
2. Responsibilities: 
 2.01 Supervises and coordinates the recruitment and selection process for classified 

positions. 
 2.02 Supervises and coordinates the recruitment and selection process for nonlicensed 

administrative positions. 
 2.03 Coordinates the development of classified job descriptions and salary schedules; 

determines where specific positions fit into salary schedules; and recommends 
changes in classification when changes in work performed warrant. 

 2.04 Interprets and administers the District Code of Policies and Rules as it applies to 
evaluation, wage and salary administration, benefits and other items and conditions 
of employment for all classified employees. 

 2.05 Analyzes skill requirements of positions and develops and recommends training 
programs to fill those requirements. 

 2.06 Administers the new hire orientation program for classified employees. 
 2.07 Maintains required District employee personnel history files assuring that only 

necessary and required information is retained. 
 2.08 Monitors and assists supervisors with the classified employee evaluation system. 

2.09 Coordinates the negotiation of licensed and classified successor and interim 
bargaining agreements with both associations. 

2.10 Interprets and administers contract agreements and personnel policies for the 
District.  

2.11 Coordinates the resolution of all disputes including complaints, grievances, torts 
and other employment litigation involving bargaining agreements and personnel 
policy.    

2.12 Supervises investigations involving serious employee misconduct and disciplinary 
issues. 

2.13 Analyzes information, collects data and develops plans related to actual or potential 
litigation involving employment issues.   

 2.14 Works with administrators to resolve employment disputes, complaints, grievances, 
torts and other employment litigation.   

 2.15 Develops and maintains the District's labor relations records.   
2.16 Serves on all District bargaining teams.   
2.17 Conducts research, analysis and data collection related to the development of new 

contract language and personnel policies. 
2.18 Plans, directs and supervises the employee benefits program.   
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2.19 Plans, directs and supervises the District staff development and tuition 

reimbursement programs.  
2.20 Performs other duties as directed by the Director of Human Resources.   

 
3. Key Relationships: 
 3.01 Director of Human Resources:  Reports to this position. 
 3.02 Human Resources Department Staff:  Supervises classified employees as directed. 
 3.03 Principals and District Supervisors:  Provides them with personnel services; advises 

them on interpretation and application of District personnel policies, labor 
agreements and state and federal labor laws and matters concerning employee 
conduct and discipline.   

3.04 Labor organizations:  Serves as principal spokesperson for the District to both 
associations concerning contract language, disputes and employee discipline.   

 
4. Minimum Qualifications: 
 4.01 Bachelor's degree or equivalent training with specialized training in human 

resources management, labor relations and administration of employee benefits. 
 4.02 Managerial, professional, or technical experiences involving supervision of others, 

policy development and administration, and interpreting and applying labor contract 
provisions and state and federal laws and regulations. 

 4.03 Experience serving as team leader in contract negotiations.   
 
5. Term of Employment: 12 months. 
 
6. Salary Level: Grade  11. 
 


