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Job Description 
   

Job Title: Human Resources Director 

Department: Human Resources 

Reports To: CEO 

FLSA Status: Exempt 

Prepared By: MR 

Prepared Date: 10/06/2007 

Approved By:  

Approved Date:  

  

Summary Develops policy and directs and coordinates human resources activities, such as 

employment, compensation, labor relations, benefits, training, and employee services by 

performing the following duties personally or through subordinate supervisors. 

 

Essential Duties and Responsibilities include the following. Other duties may be assigned. 

 

Analyzes wage and salary reports and data to determine competitive compensation plan. 

 

Prepares personnel forecast to project employment needs. 

 

Writes directives advising department managers of company policy regarding equal 

employment opportunities, compensation, and employee benefits. 

 

Consults legal counsel to ensure that policies comply with federal and state law. 

 

Develops and maintains a human resources system that meets top management information 

needs. 

 

Oversees the analysis, maintenance, and communication of records required by law or local 

governing bodies, or other departments in the organization. 

 

Studies legislation, arbitration decisions, and collective bargaining contracts to assess industry 

trends. 

 

Writes and delivers presentations to corporate officers or government officials regarding 

human resources policies and practices. 

 

Supervisory Responsibilities                       

 

Directly supervises 2 to 3 employees in the Human Resources. Carries out supervisory 

responsibilities in accordance with the organization's policies and applicable laws. 

Responsibilities include interviewing, hiring, and training employees; planning, assigning, and 

directing work; appraising performance; rewarding and disciplining employees; addressing 

complaints and resolving problems. 

 

 

 

 



Competencies                       

 

To perform the job successfully, an individual should demonstrate the following competencies 

: 

 

Cost Consciousness - Works within approved budget; Develops and implements cost saving 

measures; Contributes to profits and revenue ; Conserves organizational resources. 

 

Diversity - Demonstrates knowledge of EEO policy; Shows respect and sensitivity for cultural 

differences; Educates others on the value of diversity; Promotes a harassment-free 

environment; Builds a diverse workforce. 

 

Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works 

with integrity and ethically; Upholds organizational values. 

 

Qualifications To perform this job successfully, an individual must be able to perform each 

essential duty satisfactorily. The requirements listed below are representative of the 

knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

Education and/or Experience                       

 

Bachelor's degree (B. A.) from four-year college or university; or five to seven years related 

experience and/or training; or equivalent combination of education and experience. 

 

 

Language Skills                       

 

Ability to read, analyze, and interpret general business periodicals, professional journals, 

technical procedures, or governmental regulations.  Ability to write reports, business 

correspondence, and procedure manuals.  Ability to effectively present information and 

respond to questions from groups of managers, clients, customers, and the general public. 

 

 

Mathematical Skills                       

 

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 

percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and 

geometry. 

 

 

Reasoning Ability                       

 

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to 

interpret an extensive variety of technical instructions in mathematical or diagram form and 

deal with several abstract and concrete variables. 

 

 

 

 

 



Computer Skills                       

 

To perform this job successfully, an individual should have knowledge of Human Resource 

systems. 

 

 

Certificates, Licenses, Registrations  

 

 

 

 

Other Skills and Abilities                       

 

 

 

 

Other Qualifications                       

 

 

 

 

Physical Demands The physical demands described here are representative of those that must 

be met by an employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

 

 

 

Work Environment The work environment characteristics described here are representative 

of those an employee encounters while performing the essential functions of this job. 

Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 

 

 

Any Interested Candidates should contact Robert Bodnar at 732-376-6601 or by email      
rbodnar@jrmc.us 
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