HUMAN RESOURCES MANAGER
DEFINITION
Under general supervision, perform advanced level professional personnel management functions.  Will oversee and coordinate all recruitment and classification efforts for the county.  Will handle third step grievances, Employee Assistance Program, county training, provide management consultation pertaining to personnel issues and implement and interpret labor contracts and ordinances.  Plus, supervise staff involved in personnel transactions, and perform related duties as assigned.

EXAMPLES OF DUTIES
Oversee and administer the county’s recruitment, compensation and classification programs; review and approve advertisements and job announcements; develop or review existing exam questions; maintain advertising budget and keep track of balances; brief examination panels/board members; advise management on appropriate methods and classification processes; review and make determinations on reclasses; provide staff supervision to personnel employees; assist with county training programs; respond to and advise management and employees on personnel policies and procedures in areas of recruitment, selection, examination, classification, etc.; coordinate the third step grievance process; carry out special projects; conduct training programs and evaluates training program results; provide employee development staff assistance through employee career counseling, management consultation including job design; advises County officials, management, employees and the general public on County Civil Service rules, procedures and practices; as needed, work with County legislative, administrative and advisory bodies; assist in the formulation of rules, policies and procedures that affect the County merit system. 

EMPLOYMENT STANDARDS

Education and Experience:  A Bachelor's degree in a human resources management, public administration, psychology or closely related field from an accredited college or university or the equivalent. A minimum of three years experience in recruitment, exam development, selection, classification and compensation with a public sector employer using civil service system principles. Plus, one year of supervisor or lead work experience.  Extra credit will be given for college level course work in statistics, test measurement and test construction.  
Knowledge, Skills and Abilities:  Extensive knowledge of the civil service merit system and personnel management principles, laws, rules, procedures and practices; considerable knowledge of municipal government organization and functions; extensive knowledge of recruitment, selection and measurement techniques, job evaluation, classification and compensation methods and procedures; knowledge of effective management and supervisory techniques and methods; skill in doing community outreach, communication, recruitment planning, organizing projects and time management; ability to learn collective bargaining and union contract administration, and grievance processes; ability to administer a large number of divergent projects; ability to work with divergent groups and personalities; considerable ability to write and speak effectively, including public speaking; and ability to conduct training programs and have knowledge of training methods and principles.

SPECIAL REQUIREMENT:  Possession of (or eligibility) a valid Wisconsin driver’s license and good driving record.
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