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	POSITION:
	Director of Human Resources 

	OPENING DATE: 
	Friday, October 21, 2022

	CLOSING DATE: 
	Friday, October 21, 2022

	RECRUITMENT TYPE: 
	
Internal/External




DIRECTOR OF HUMAN RESOURCES
Position Overview
The Human Resources Director supervises all activity related to human resource services which include benefits, recruitment/selection, employee relations, classification/compensation plans and/or training, creation of company policy, serve as the compliance officer in relation to labor laws, benefits administration, Union Labor Contract agreements, and  the accompanying staff.


ESSENTIAL DUTIES

•	Creates job descriptions and compensation plan for all new positions and new hires.
[bookmark: _GoBack]•	Continuously reviews organizational structure to identify needs for union and nonunion positions, position consolidations, job duty allocation, and reassignments along with appropriate department heads
•	Create, implement and monitor performance evaluation plan for union and nonunion personnel.
•	Directs recruitment efforts for union and non-union positions.
•	Directs compensation and benefits surveys and serves on negotiation committee for policy terms and renewal.
•	Serves as a member of the senior management team and participates in agency wide policy development
•	Serves as CATS board liaison for recruitment, labor, compliance, investigations and duties as assigned by the board 
•	Serves as a liaison with labor union with regards to employee grievances, discipline, terminations, mediation, negotiations and other duties as needed
•	Serves as chief investigating officer for non-labor related employee grievances, discipline, terminations, mediation, , and other duties as needed
•	Prepare letters, correspondence, forms and other documents for department related task.
•	Performs other duties associated with department and as directed by CEO/CAO.
 
REQUIRED KNOWLEDGE, SKILLS, and ABILITIES:  
Ability to appropriately plan and organize, ability to communicate effectively verbally and in writing, establish and maintain effective working relationships with employees and the public, ability to work with minimal supervision and take initiative in pursuing departmental responsibilities, ability to perform moderately complex research work, ability to maintain composure and communicate effectively under stress, knowledge of general principles and practices of human resource management, knowledge of federal FLSA rules and guidelines, knowledge of clerical and financial practices, ability to maintain a high level of confidentiality.

MINIMUM QUALIFICATIONS: 
A Bachelor’s degree in Public Administration, Business Administration, Business Management or related field and 10 years experience of progressive responsibility in Human Resources. Must have at least 5 years Union experience. 
PREFERRED QUALIFICATIONS: 
A Master’s degree in Human Resources, Public Administration, Business or related field and 12 years experience in Human Resources or Payroll.


Please submit a cover letter and resume to: lshelton@brcats.com.   Submittal must be received no later than Friday, November 4, 2022.

Capital Area Transit System (CATS) is an Equal Employment Opportunity employer. CATS does not discriminate against any applicant or employee on the basis of race, color, sex, religion, national origin, age, disability, or any other consideration made unlawful by applicable federal, state or local laws. 
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Connecting you to what matters.
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