POSITION DESCRIPTION

SANTA ROSA
!‘q CITY SCHOOLS

Title: Director of Human Resources

Department: Human Resources FLSA Classification: Exempt

Bargaining Unit : None Work Year: 12 Months

Reports to: Assistant Superintendent of Human Board Approval Date: 6/46/2668 8/12/2026
Resources

Salary Grade: Scheduled Management Salary Schedule, Range 27

PRIMARY FUNCTION:

Under administrative direction assumes a wide variety of responsibility related to the Human
Resources office such as internal human resources operations, affirmative action and non
discrimination in employment, Title IX, credentials analyst, district coordinator for the personnel
information system, budget and payroll system, and recruitment. This position supervises,
directs and evaluates the human resources staff in their job-related functions. This position has
responsibilities to the Associate Superintendent of Business Services for Human Resources
related items.

MINIMUM QUALIFICATIONS
Education and Experience

e Bachelors Degree or Equivalent Experience
e 5 years of Human Resources experience in Public or Private Sector
e Previous experience supervising/managing employees

Licenses/Certifications:

e Professional in HR (PHR) or Senior Professional in HR (SPHR) certification desired
e Valid California Driver’s License

Essential Job Functions include, but are not limited to the following:

1. Organizes, supervises, and facilitates the recruitment of certificated, classified and
management employees.

2. Oversees the monitoring of certificated assignments for appropriate credentials, works
with administrative staff to comply with credentialing requirements mandated by the
Commission on Teacher Credentialing. Acts as a resource to teachers and administrators
regarding changing statutes for credentials. Maintains up-to-date information on

credentials via the Credentials Handbook.
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4. Supervises, evaluates, and directs the workload of the human resources office staff.

5. Consults with employees and union officials and makes recommendations to the
Assistant Superintendent of Human Resources in matters pertaining to job-related
concerns.

6. Works with union officials to informally resolve work-related issues before the grievance
process is required.

7. Knowledgeable of the Board policies, Regulations, Education Code, Statutes, and State
and Federal laws regarding employment.

8. Knowledgeable of the three current collective bargaining contracts; and interprets said
language for administrators, certificated, and classified employees of the district.

9. Develops jointly with the Assistant Superintendent of Human Resources procedures for
human services that provide both a thorough and efficient operation of the Human
Resources Office.

10. Custodian of Record for personnel files; processes all subpoenas and written requests for
employee information.

11. Works closely with the district’s counsel on legal matters.

12. Conducts and oversees classified employee misconduct investigations in compliance with
applicable laws, regulations, and labor agreements, ensuring due process.

13. Determines, documents, and presents appropriate disciplinary or remedial actions,
including recommendations for termination.

14. Advises Site and Department Administrators on classified employee conduct and
performance matters, recommends compliant corrective actions, and provides follow-up
guidance as needed.

16. Provides budget information in the areas of salary, fringe and driven benefits. Assists
Business Services in the financial monitoring of District programs related to these areas.

17. Coordinates with the Executive Director of Fiscal 8peratienat-Services, and District
Accountant procedures for those duties that are joint responsibilities of Human
Resources and Business Services.

19. Serves as a resource to Business Services regarding local complaints issues, including
OSHA, Americans with Disabilities Act, and industrial accident claims involving facilities,
as it relates to Human Resources activities.

20. Works closely with Business Services to manage the Employee Fringe Benefit Program

including evaluations of plans and fiscal operations as part of a district team, in addition

to serving as the employee contact reguirerments of the Human Resources Department.
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22. Coordinates Human Resources’ involvement in new district responsibilities that occur
from time to time as a result of new legislation and/or regulatory action.

23. Works jointly with the Executive Director of Fiscal ©perational Services to serve as
resource to the Associate Superintendent of Business Services in budget development,
with direct input from the Assistant Superintendent of Human Resources.

25. Provides oversight of SB 848 Egregious Misconduct verification and compliance processes
for new hires, ensuring consistent and lawful hiring practices.



26. Leads and administers the Reduction in Force (RIF) process for classified employees,
including position determinations, seniority bumping, timely issuance of required
notices, and management of the 39-month reemployment list.

27. Attends and supports new hire orientation in collaboration with classified bargaining
units, ensuring consistent onboarding and compliance with applicable policies.

28. Reviews and approves all Classified performance evaluations.

29. Reviews and makes determinations on all Classified leave of absence requests.

30. Processes and approves all Classified successful candidate and resignation forms.

31. Evaluates designated personnel.

32. Performs other duties as assigned.

Working Conditions

Office environment. The noise level in the work environment is usually quiet.
Moderate to high stress level

Daily contact with district staff

Occasional evening or weekend work.

Physical Abilities

Hearing and speaking to exchange information and make presentations.
Seeing to read and prepare documents and reports.

Sitting or standing for extended periods of time.

Walking on district office grounds and occasional travel to school sites.
Dexterity of hands and fingers to operate a computer keyboard.
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