CLOVIS UNIFIED SCHOOL DISTRICT

Position: Chief Human Resources Officer

Salary Grade: 62

Salary Schedule: Classified Management

Department: Human Resources

Reports to/Evaluated by: Associate Superintendent, Human Resources
FLSA: Exempt

SUMMARY

Under the direction of the Associate Superintendent, Human Resources, plan, organize, and implement
all Human Resource functions for classified and certificated employees of the District. Perform highly
complex administrative and strategic work, including recruitment, training and assessment, employee
discipline, classification and compensation, employee and labor relations, and organizational
development. Employees in this classification administer functions in compliance with board policy
guidelines, regulations, and collective bargaining agreements. The incumbent exercises critical judgment
and considerable initiative in directing Human Resource functions.

DISTINGUISHING CAREER FEATURES

This is an administrative-level position that reports to the Associate Superintendent, Human Resources.
The position involves solving complex, broadly defined technical problems and requires frequent
coordination with other departments, outside agencies, and the public. The Chief Human Resources
Officer provides high-level staff assistance to the Associate Superintendent, Human Resources.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Directand manage all Human Resources functions to ensure departmental schedules, goals, and
objectives are met.

e Assign work activities and projects, monitor workflow, and evaluate methods and procedures to
improve service delivery.

o Participate in developing, evaluating, and implementing Human Resources policies and
procedures to promote efficiency and equal employment opportunity.

e Assist with labor relations and collective bargaining in compliance with regulations.

¢ Provide information and direct the interpretation and application of personnel policies and
procedures for the District.

e Represent the District at unemployment insurance hearings as directed.
e Respond to inquiries regarding openings and hiring procedures.
e Coordinate Human Resources services with other divisions and outside agencies.

e Collaborate with Payroll, Benefits, Budget, and Finance Departments on matters affecting pay or
benefits.



e Provide staff assistance to the Associate Superintendent, Human Resources.

e Direct, collaborate, and participate in planning, scheduling, and coordinating programs such as
customer service activities, recruitment, labor relations, classification and compensation,
professional growth, and collective bargaining processes.

¢ Collaborate with the Associate Superintendent, Human Resources, and Director, Human
Resources, on routine and advanced personnel matters and legal and confidential issues.

e Counsel administrators and employees to resolve complaints, difficulties, and other personnel-
related matters.

e Work with supervisors on sensitive personnelissues.
e Assistin processing recommendations for termination of employment.

e Compile substantiating information for dismissals and attend conferences and hearings as
needed.

e Prepare reports on policy development and implementation, recommending solutions or courses
of action for Human Resources management functions.

e Present staff reports and other necessary correspondence.

e Coordinate personnel recommendation reports for the Governing Board and initiate follow-up
work after Board action.

e Serve as a member of the Superintendent’s Cabinet to ensure all District actions align with
objectives and goals.

e Maintain statistical files and charts on salaries and other information for federal and state
reporting.

e Assistin developing, implementing, and controlling departmental budgets.
¢ Monitor revenues and expenditures to ensure sound fiscal control.
¢ Oversee Human Resources information systems and related data entry processes.

e« Represent the District at conferences, seminars, and public meetings for disseminating
information and continuing education.

¢ Maintain open and effective communication with all levels of personnel to ensure effective
departmental operations.

e Performrelated duties and responsibilities as assigned.
QUALIFICATIONS

o Knowledge of: Advanced principles and practices of leadership, group processes, dynamics, and
organizational development. Human Resources management, including succession planning,
customer service, employee discipline, performance evaluations, classification, salary



administration, and labor relations. Supervisory and leadership concepts, practices, and
methods. Basic Human Resources Information Systems (HRIS). Effective human relations
concepts and practices to maintain productive working relationships. Methods and techniques for
developing and delivering presentations, communications, and reports.

Ability to: Exercise sound judgment and discretion in decision-making. Lead, plan, direct, and
supervise professional and management staff effectively. Establish cooperative working
relationships with employees, administrators, other government agencies, and the public.
Interpret and apply laws, regulations, and policies. Handle sensitive situations with diplomacy,
tact, firmness, and decisiveness. Analyze situations accurately and adopt effective courses of
action. Maintain accurate records and stay current on Human Resources laws, codes,
regulations, trends, and technologies.

Physical Abilities: Speak clearly and convincingly; hear and notice non-verbal actions; possess
visual acuity to read materials and observe non-verbal cues.

Certifications, Licenses, and Special Requirements: Possession of a California Administrative
Services Credential by the time of appointment. Possession of a valid California Class C Driver’s
License by the time of appointment.

Education and Experience: Education: A bachelor’s degree from an accredited college or
university, with a major in human resource administration, psychology, public administration, ora
closely related field. Experience: Five to seven years of progressively responsible Human
Resources experience, including at least two to three years in a supervisory/management
capacity. Additional experience may substitute for some education requirements.

Working Conditions: Work Environment: Work is primarily performed in an office setting.
Occasional travel may be required for meetings or conferences. Physical Demands: Prolonged
sitting; occasional standing when delivering presentations. Lifting and carrying office items
weighing up to 10 pounds infrequently. Potential interaction with individuals who may be upset or
uncooperative.



