
POSITION TITLE:  DIRECTOR OF HUMAN RESOURCES 

1.
Position Purpose:

The Director of Human Resources provides leadership for the development and implementation of programs that meet the human resource needs of the University. The primary responsibilities include compensation, benefit management, payroll, personnel policies and procedures, recruitment, and advice and counsel to the University administration on human resource management and policies.

2.
Major Duties and Responsibilities:
· Provides strategic, proactive, and innovative leadership to the University on a full range of human resources functions.

· Takes responsibility for planning, organizing, and implementing a comprehensive human resource program including employment and compensation, employee relations, human resources information management, training and development, benefits administration, workers’ compensation, and provide direction to the payroll administration.

· Serves as a catalyst for developing, implementing, and evaluating a complex system of comprehensive human resources policies, programs and processes for faculty, administration, professional and trades, and support staff within the University environment.

· Formulates and recommends policies and procedures concerning human resource management.

· Interprets and communicates human resources information to employees.

· Provides support to the Rector in aligning long-range human resource initiatives with University goals and objectives.

· Oversees administration and day-to-day management of all benefit programs. 

· Leads the design, implementation and evaluation of a comprehensive skill development program.

· Ensures that the University is in compliance with all laws and government regulations relating to human resources issues and benefits.

· Establishes and maintains confidential employee records; responds to authorized requests for information.

· Conducts searches and screens applicants for positions; responds to inquiries regarding employment; maintains legally prescribed records.

· Counsels employees in work-related disputes while ensuring that the interests of both the employee and the University are protected.

· Ensures accurate and timely data is provided to the Payroll Department for the payment of wages/salaries to university employees.

· Reviews and monitors reports on activities, anticipates problems and ensures accurate recording of transactions to the financial system. 

· Collaborates with the Rector, Vice Rectors, Directors and PMU officials to achieve the objectives of the University.
3.
Reporting Line:
The Director of Human Resource reports to the Rector.
4.
Span of Control:

All staff and budgets across the Human Resources Department.

5.
Qualifications:

· Bachelor’s degree in business administration, human resource management, or closely related field. 
· The ability to speak and write fluently in English.

· Six years professional experience in Human Resources, preferably in higher education, and five years supervisory experience including the supervision of professional staff. 
· Experience in building human resources or similar functions into strategic units in large and complex organizations.
· Ability to establish and maintain standards of performance.
· Knowledge of all Human Resources functions including employment practices, employment and workplace laws, compensation, benefits, employee relations, policy development, payroll, and performance appraisal.
· Knowledge of performance management, quality improvement, change management, strategic planning, organization assessment, and leadership.
· A results- and goal-oriented focus, with the stability, persistence, and patience necessary to work effectively with a variety of internal and external constituents.
· Demonstrated commitment to providing customer service, energetic and innovative personality, excellent human relations and communication skills, sensitivity to respond appropriately to the needs of faculty and staff.
· Demonstrated analytical aptitude, problem-solving skills, and excellent judgment.
