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Date:  January 12, 2012




     Approved by:  Jeffery L. Vaughn










     Executive Director

JOB SUMMARY:

1. The position of Director of Human Resources involves specialized work in developing and maintaining the Human Resources Department of CAPCC.
2. Work involves preparation or development and administration of:

a. Agency Human Resources policies and procedures
b. Agency recruitment and hiring programs
c. Agency programs for employee training, safety, health, and morale
d. Promoting services on behalf of CAPCC
3. This position is supervised directly by the Executive Director of CAPCC.
ESSENTIAL RESPONSIBILITIES:

1. Recruits, screens, interviews, and assists in hiring all assigned Community Action staff.

2. Interprets and explains personnel policies and procedures to department directors, employees, and applicants.
3. Develops internal and external advertisements and submits them to each department, local newspaper, minority agencies, and the PA CareerLink as a recruiting tool.

4. Acts as Liaison with the Board’s Personnel Committee and assists with the annual update of the Personnel Policy Manual.
5. Assists supervisors in counseling employees on any problem affecting work program.

6. Administers employee benefit programs including acting as agency liaison between benefit provider and employees: quarterly reviewing benefit plan, orienting new employees to benefit program, and keeping all employees informed on benefits issues.
7. Conducts needs assessments for staff training and directs the delivery of training as part of the Community Actions annual training plan.

8. Responsible for establishing and maintaining personnel files on all Community Action employees.

9. Maintains all employment documentation according to federal/state regulations (I-9’s, payroll, and related documentation).
10. Coordinates with the Fiscal Department to ensure employee payroll records are current.
11. Attends all management meetings.
12. Develops, implements, and maintains departmental policies and procedures manuals.

13. Attends evening meetings as required.

14. Participates in job-related training as required.

15. Travels overnight as required.

16. Performs related duties as assigned by the Executive Director.

ADDITIONAL RESPONSIBILITIES:

1. Will assist in public relations activities for CAPCC. by attending outside agency meetings and professionally representing Community Action’s best interests.

KNOWLEDGE, SKILLS, AND ABILITIES:

1. Working knowledge of computers, including MS Word, Excel, and other related programs.

2. Working knowledge of social service systems.

3. Ability to administer Human Resource programs.
4. Proficient oral and written communication skills.

5. Ability to deal tactfully with the public.

6. Working knowledge of outcome-based services.

MINIMUM REQUIREMENTS OF EDUCATION, TRAINING, AND EXPERIENCE:
1. Bachelor’s Degree in Human Resources, Personnel Management or related fields.  (Required)

2. Minimum three (3) years experience in human resource functions.  (Required)

3. Current PA driver’s license and reliable transportation.  (Required)

4. Experience in public relations.  (Preferred)

5. Experience as a trainer, workshop leader, and facilitator.  (Preferred)

EMPLOYEE’S SIGNATURE: _________________________
DATE: ___________
