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POSITION TITLE: Human Resources Specialist 
 
F.L.S.A: Exempt  
 
QUALIFICATIONS: Four year degree required. 
 Masters or above in educational 

administration or Human Resources 
preferred. 

 Two years’ experience in Human 
Resources preferred. 

 Knowledge of labor laws preferred 
 Excellent written and verbal communication 

skills 
 Experience in K-12 education is preferred 

Desire to continue career improvement by   
enhancing skills and job performance. 

 
  
REPORTS TO: Assistant Superintendent – Support 

Services 
 
TERMS OF EMPLOYMENT: 260 days with benefits according to Board 

policies. 
 
JOB GOAL:  To create and implement processes related to HR protocols and 
procedures.  To assist in the recruitment and retention of employees. 
 
ESSENTIAL JOB FUNCTIONS: 
 
1. Provide coordination of the selection, retention, and supervision of certified and 

classified staff members. 
2. Collaborate with the Superintendent’s cabinet on staffing, enrollment information, 

and personnel related expenses for the preliminary and annual budgets. 
3. Monitor personnel policies to ensure district compliance. 
4. Plan, direct, coordinate, and participate in ensuring compliance with all applicable 

Federal and State Law as it relates to personnel. 
5. Oversee the management of unemployment claims. 
6. Provide coordination for the employee’s evaluation program, job improvement 

plans and termination proceedings. 
7. Collaborate with and support the Assistant Superintendent for Support Services 

to ensure efficient and effective business operations. 
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8. Monitor job descriptions and ensure that they meet legal constraints and remain 
current. 

9. Assist in the recruitment of certified staff. 
10. Manage & monitor Family Medical Leave requests for local and federal 

compliance. 
11. Maintain records of tenure and probationary status of certificated staff related to 

evaluations, evaluation periods of certificated and support staff, and evaluation 
processes. 

12. Lead in the induction of certified and classified staff. 
13. Manage employees on Worker’s Compensation. 
14. Activate, implement, monitor, and maintain online safety training for employees. 
15. Assist in creating employee files and work records. 
16. Assist in updating and maintaining employee’s work record data. 
17. Ability to work to implement the vision and mission of the district. 

 
 
OTHER JOB FUNCTION: 
 

1. Remain current on educational and employment issues and laws. 
2. Attends meetings as required. 
3. Provide timely written and verbal communication with staff and administrators 

on relevant topics. 
4. Demonstrate professionalism and appropriate judgment in behavior, speech, 

dress, and appropriate professional manner for the work setting.  
5. Demonstrates effective human relations and communication skills. 
6. Complies with good safety practices. 
7. Complies with all district rules, regulations, and policies.  
8. Performs such other tasks and assumes such other responsibilities as the 

Assistant Superintendent of Support Services may assign. 
 
PHYSICAL DEMANDS: 
 
While performing the duties of this position an employee is regularly required to sit, 
talk and hear.  The employee is frequently required to walk and use fingers.  The 
employee is occasionally required to stand, reach and bend and lift and carry up to 
ten pounds.  The employee must have the ability to lift 40 lbs to shoulder height 
occasionally. Close vision ability to look at a computer screen for long periods of 
time is required.  
 
CONDITIONS AND ENVIRONMENT: 
 
The environment is consistent with a typical office/school environment. 


