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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  HUMAN RESOURCES SPECIALIST
1.00
GENERAL STATEMENT

1.01
POSITION SCOPE

a. The Human Resources Specialist assists the college and its employees with Human Resources functions including employment policies and processes, benefits, employee relations, and training and development.  The specialist assists with compliance regarding applicable laws, regulations, and policies.  The specialist maintains employment and employee records in both electronic and paper formats.
b. The Human Resources Specialist works in support of the wider college administrative team.
c. The Human Resources Specialist participates in the formation of general college policies as a member of Standing Institutional Committees or through appointment to a task force or consultant group by the President.

2.00
SPECIFIC STATEMENTS

2.01
Position Functions and Category

a.
Reporting Relationship:  Vice President for Academic Affairs.

b.
Function/Category of Position:  Support Staff

c.
Length of Contract:  12 month

d.
Salary Category:  IV
2.02
Supervision
a. Supervision Received:  The Human Resources Specialist reports directly to the Vice President for Academic Affairs.










b. Supervision Exercised:  The Human Resources Specialist may supervise work-study students as assigned.
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2.03
Key Areas of Responsibility

Employment

1. Coordinate search processes for instructional, administrative, and support staff positions.
2. Organize and assist in the processes for the orientation of employees.
3. Organize and assist in the processes for the evaluation of employees.

4. Organize and assist in the processes for the separation / dismissal of employees. 

5. Maintain position descriptions.
6. Support processes and policies for credentialing functions for instructional, administrative, and support staff positions.

7. Maintain employee records in both electronic and paper formats.

8. Prepare contracts for adjunct instructional assignments, online instructional design assignments, and full-time faculty overload assignments.

9. In coordination with the Comptroller, prepare adjunct and FT faculty overload timelines and pay dates.

10. Maintain the college Organizational Chart and personnel spreadsheets / contact lists / telephone directories / etc.

11. Assist with federal, state, and regional accreditation reporting.

12. Assist college supervisors and personnel with compliance regarding applicable laws, regulations, and policies as they relate to human resources.

Benefits

13. Assist college employees with insurance benefits: medical, dental, life.

14. Assist college employees with Section 125 insurance benefits.

15. In coordination with the Comptroller, coordinate the college employee Sick Leave Pools for staff and faculty.
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16. In coordination with the Comptroller, facilitate employee enrollment in KPERS through departure / retirement.

17. Coordinate Workmen’s Compensation claims.

Employee Relations

18. Serve as a Notary Public.
19. Coordinate college employee recognition efforts.

20. Maintain the college Wall of Honor, order Years of Service plaques, order recognition certificates and retirement gifts, and other duties as they relate to the recognition of college employees.

Training and Development

21. Assist in processes as they relate to training for college employees.

22. Assist in processes as they relate to professional development of college employees.

23. Regularly, and at the discretion of the college president and vice presidents, attend college council meetings and provide support in the area of human resources.

24. Perform all other duties as assigned.

Adopted: 12/2016 
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

