Director of Human Resources

Department:  Executive
Location: Guerneville, CA

POSITION DESCRIPTION
Position: Director of Human Resources
Job Summary: The Director of Human Resources is responsible for the overall
administration, coordination and evaluation of all Human Resources functions. Works
strategically with the senior and line management to support professional development needs of
the staff and positive organizational culture.
Reports to: Chief Executive Officer
Direct Reports: Human Resources Generalist

FLSA Status: Exempt

Last Updated: January 5, 2018

Responsibilities: (may not include all of the duties assigned)

1. Plans, organizes and manages all activities of Human Resources Department. Conducts a
continuing study of all Human Resources policies, program and practices and keeps
management informed of new developments. Ensures compliance around US and State Labor
Employment Laws and ensures that activities reflect best practices and the institutional
values of West County Health Centers.

2. Establishes standard recruiting, placement practices and procedures. Oversees orientation
process and credentialing system. Creates and manages innovative current and forward-
looking recruitment initiatives.

3. Provides assistance to managers and supervisors in the interpretation and fair application of
HR policies and procedures.

4. Collaborates with line managers to establish in-house training programs that address agency
needs across functions. Coordinates All-Staff meetings.

5. Implements and periodically updates compensation programs, updates job descriptions, as

necessary, conducts regular salary surveys and makes compensation recommendations

Manages the performance evaluation program and revises as necessary.

7. Provides consultation, coaching and support for standard personnel transactions,
probationary action, human relations and conflict management, issue resolution and legal
proceedings

o



8. Manages the agency's benefits administration including vendor management, enroliment,
annual re-evaluation of policies for cost-effectiveness, plan design and compliance.

9. Determines and recommends employee relations practices necessary to establish a positive
employer-employee relationship and promote a high level of employee morale.

10. Member of the Senior Management Team

Minimum Requirements:

1. An MA or BS/BA degree or Certification in Human Resources from an accredited
college/university and a SPHR credential designation with 10 plus years related experience;
OR an equivalent combination of education and experience sufficient to successfully perform
the essential duties of the job

2. Strong background and knowledge in labor law and state and federal regulations

3. Preference will be given to applicants who are fluent in both English and Spanish

Expectations:

e Ability to work well with a multidisciplinary team.

e Ability to problem solve and be self-motivated with acute attention to detail.

Possession and retention of a CA Driver License, with a working vehicle and the requisite

insurance

Able to travel by car to various clinic locations throughout the County

Must have a commitment to excellence and high standards.

Must comply with all federal, state and local laws and regulations, and WCHC policies.

Must have excellent written and oral skills, strong organizational and analytical skills.

Must have ability to manage priorities and workflow.

Required to have versatility, flexibility and a willingness to work within constantly changing

priorities with enthusiasm and positive attitude.

e Required to have the ability to deal effectively with a diversity of individuals at all
organizational levels

e Demonstrate a positive customer service, patient centered approach at all times.

Physical Requirements:

e Must be able to move freely about the office and carry light loads (up to 25 pounds)
¢ Prolonged sitting and/or standing required.

Start Your Online Application Here
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