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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  DIRECTOR OF HUMAN RESOURCES
1.00
GENERAL STATEMENT

1.01
POSITION SCOPE

a. The Director of Human Resources reports to the President and is responsible for all the Human Resources related activities at the college. This includes recruiting, onboarding, performance management, and staff professional development. The Director analyzes HR processes and issues and implements improvements and solutions.
b. The Director of Human Resources is responsible for all general human resources functions including but not limited to developing, managing, and communicating policies and procedures and initiating and coordinating HR actions (leaves of absence, FMLA, employee relations actions, etc.). The Director is also responsible for all hiring and terminating actions for all employees (faculty, staff, student, and temporary), and assisting H.R. staff with maintaining accurate employee records, processing payments, and salary modifications.
c. The Director of Human Resources will develop, implement, and execute all processes related to staff/workforce planning, management, and faculty hire processes. The incumbent will be responsible for advising staff and faculty on the correct procedures in hiring (postings, interviews, etc.), position management (job description management and updates), and staffing. The incumbent will provide insight and guidance to leadership as it pertains to vacancies, new positions, and updating current positions.
d. The Director of Human Resources is responsible for oversight of staffing processes. This includes development, implementation, and coordination of orientation, on-boarding, and coordinating training for all new staff. In addition, the incumbent will oversee staff performance management which includes the annual performance appraisal process, creating and presenting professional development opportunities and workshops for staff, and assisting with professional goals management. The Director of Human Resources will provide coaching, advice, and consultation with staff and faculty supervisors on sensitive matters, address performance or behavioral-related issues, and assist in problem resolution, including special needs related to work schedules, long or short-term illness, performance improvement plans, and termination.
e. The Director of Human Resources will provide all reporting and analysis as it pertains to the organization's workforce. This includes providing reports and analyses on salary, processes, organizational planning, and/or other workforce-related matters. The Director must have a strong understanding of university and school policies and procedures as well as human resources laws and best practices.
2.00
SPECIFIC STATEMENTS

2.01
Position Functions and Category

a. Reporting Relationship:  President
b. Function/Category of Position:  Administration
c. Length of Contract:  12 months
d. Salary Category:  VII
2.02
Supervision
a. Supervision Received:  
· The Director of Human Resources reports directly to the President.










b. Supervision Exercised:  
· The Director of Human Resources supervises the Human Resources Specialist.

2.03
Key Areas of Responsibility

a. Plans and develops initiatives and strategies that support personnel management, employee engagement, and customer service excellence.
b. Set direction for recruitment, onboarding, retention, and succession strategies.
c. Oversees the implementation of policies, procedures, and practices to maximize human capital development, and ensures the college meets federal, state, and local legislation regarding labor standards, including Equal Employment Opportunity (EEO), Family and Medical Leave Act (FMLA), and the Fair Labor Standards Act (FLSA).
d. Consult senior and institutional management on sensitive and complex matters. Provides insight on a variety of issues that involve applying and adapting new theories, concepts, principles, methods, or practices.
e. Oversees the campus reporting software for complaints, assigns cases to the proper supervisor, and/or completes investigation of allegations as needed.
f. Serves as Title IX Coordinator for staff.

g. Coordinates organizational and career development programs and establishes training initiatives.
h. Develops and implements diversity and inclusive excellence initiatives in support of employees.
i. Oversees collection and organization of employee data for completion of IPEDS, KACCBO, KBOR, and other surveys.
j. Oversees annual dissemination of employee contracts for faculty, administrators, and staff.
k. Conducts job and salary analysis as needed, as well as review and update salary ranges periodically.
l. Prepares and manages human resource budgets.

m. Keeps confidential protected health information under the provisions of HIPPA and treat this information in accordance with the privacy provisions of the HIPPA act including requirements for safeguarding, releasing, and recording the release of such information.
n. Plans and facilitates New Employee Orientation/Onboarding.
o. Serve as a liaison on legal matters with the Kansas Association of School Boards (KASB) and attorney at law.
p. Serve as a Notary Public.
q. Oversee college employee recognition efforts.
r. Perform all other duties as assigned.
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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.
