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WICAP JOB DESCRIPTION 

TITLE:  Human Resources Director 

PROGRAM:  Indirect

RESPONSIBLE TO:  Executive Director

POSITION SUMMARY:  Performs all job responsibilities in a safe manner. This position is a key position on the Administrative Team and is expected to assist the Executive Director in assuring WICAP’s compliance with Health and Human Services (HHS) Performance Standards, Area Agency on Aging, Community Services, Energy Assistance, Temporary Food, and other contractual obligations. Assures the WICAP agency meets all requirements regarding personnel policies, rules, regulations, and laws.  Recruit qualified staff that possess the knowledge, skills, and experience needed to provide high quality, comprehensive, and culturally sensitive services to children and families in WICAP.   Ensure professional development for staff.  Ability to trouble-shoot and problem solve.    Provide guidance and direction to all staff and promote overall program teamwork.  Be a coach and team player.

PHYSICAL/MENTAL ABILITIES AND PROCESSES:
· Strong Leadership skills.

· Strong computer literacy, keyboard skills (Word processing, database and spreadsheets, Internet, accounting software, and e-mail use required).

· Sustained concentration and ability to handle multiple tasks often simultaneously.
· Ability to interpret and implement complex laws and policies

· Ability to work independently, prioritizing and determining workload.

· Driving for meetings, presentations and site visits in outlying areas.

· Substantial decision making in the allocation of resources to program contents.

· Significant problem solving to ensure program and system congruence.

· Ability to focus on organization detail while maintaining a bigger picture vision.

· Upgrading of leadership skills and professional expertise.

· Ability to exercise tact and discretion in all employee relation interactions.

· Occasional lifting in excess of 25 lbs., stooping, bending, standing and reaching.
QUALIFICATIONS:  

1. Bachelor’s degree in Human Resources or a degree which includes six (6) courses of study in Human Resources AND one year experience in administrative office management with emphasis on human resources; OR six years experience in office management with emphasis on human resources.

2. Society for Human Resources Management, (SHRM) Certification highly encouraged.

3. Two years experience in an administrative/management position.

4. Three years experience in a supervisory role.

5. Grants writing and/or budget management experience.

6. Experience in maintaining detailed records on a computer system or willingness to learn.

7. Valid Driver’s License and access to a privately owned vehicle with liability insurance for use in completing work responsibilities as required.

8. Strong working knowledge of modern office communication systems:  E-mail, voice mail, IBM compatible computer system, and the ability to operate various office equipment:  Computers, fax, photocopy, etc.

9. Good verbal and written communications skills.

10. Adult and Pediatric CPR and First Aide Certifications strongly encouraged.

11. Bilingual in English and preferably Spanish desirable, but not required. The primary language in the workplace is English.

12. No prior convictions of abuse/neglect, Health and Welfare background clearance.

· Documented on-the-job WICAP education and/or experience may be used as an equivalent to some of the experience qualifications.

EMPLOYMENT CONDITIONAL UPON RESULTS OF THE FOLLOWING:
· Criminal History Registry
· Successful Drug and Alcohol Screening.
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RESPONSIBILITIES:
1. Ensure safety is a priority in performing all job responsibilities.  Provide safety training at a minimum of annually and ensure the safety policy is adhered to.

2. Supervise Human Resources staff.

3. Prioritize all requests for Human Resource services.  (Recruiting, Worker’s Compensation, FMLA, ADA, etc.)

4. Ensure State, and Federal Regulations, Head Start Performance Standards, and contract requirements in Human Resources are met for the WICAP agency.  Assure the overall efficient operation of WICAP Programs.

5. Assure that all policies are followed and reviewed as outlined in contracts or grants.

6. Ensure completion of employee documents, letters of hire, status and pay change forms, etc.

7. Ensure the confidentiality of employee physicals, TB screens, drug testing and Health and Welfare background clearances when in progress and when completed. 

8. Ensure reference checks and confidentiality maintenance on all that are completed for prospective employees.

9. Monitor completion of annual performance evaluations.

10. Ensure the maintenance and confidentiality of employee personnel files.

11. Oversee the Scheduling, arranging, and coordinating of interviews as needed for hiring.

12. Monitor and ensure that new employee orientations are conducted.

13. Ensure the professional development of staff is arranged for and monitored.

14. Conduct Harassment and background investigations.

15. Ensure compliance with Worker’s Compensation.

16. Keep all WICAP staff informed of new and changing rules and regulations that affect the agency. 

17. Monitor and keep staff aware of agency’s fringe benefits policies.

18. Functions on behalf of the Executive Director in his/her absence and by specific assignment of the Executive Director.  

19. Follow step-by-step activities as outlined in WICAP policies and procedures.

20. Perform other relevant responsibilities as required by the program.

21. Maintain current, valid driver’s license and liability insurance at all times on any personal vehicle used to conduct WICAP business.

22. Model the Respectful Workplace Policy when interacting with WICAP customers, community members and colleagues.

23. Participate in professional development, sometimes off-site, at the request and support of supervisor.

24. Must be responsible, and able to handle confidential material, organize effectively, and work independently.

25. Assure that a positive image of WICAP is portrayed at all times.

HOURS:  Status – Exempt, 52 weeks per year                          SALARY RANGE: 

May include nights and weekends                                              $2,892.62 - $4,127.26 per month

ENTRY SALARY:

New Employees start at the entry-level salary.  Additional compensation for qualifying Degrees

The Promise of Community Action:

Community Action changes people’s lives, embodies the spirit of hope, improves communities and makes America a better place to live. We care about the entire community and we are dedicated to helping people help themselves and each other!
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