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DIRECTOR OF HUMAN RESOURCES 
 
QUALIFICATIONS  
A. REQUIRED 

• Bachelor's degree in Human Resources, Business, Public Administration, Educational 
Administration or related field 

• Two years of related work experience 

• Previous supervisory experience 

• Two years of experience and working knowledge of computer applications, including word 
processing, spreadsheets, databases, and networked systems 

 
B. DESIRED 

• Previous Human Resources related experience in an educational setting 

• Previous experience and familiarity with a public education environment 

• Familiarity with Arizona Revised Statutes within a public education setting 
 
SUMMARY 
It is the function of the Director of Human Resources to supervise and direct the human 
resources function of the school district.  Under the direction of the Superintendent, the 
incumbent shall coordinate and manage the district’s employment, fringe benefits, personnel 
records, and staff development. 

Reports to: Superintendent 
 
ESSENTIAL FUNCTIONS 

• Supervises/evaluates the Human Resources staff 

• Under the direction of the Superintendent, coordinates and supervises 
administrative, certificated, and classified employment for the District, consisting of 
recruitment, selection, affirmative action, assignment, transfer, promotion, and 
termination of all school personnel 

• Oversees personnel actions processed for the District, including hires, transfers, 
terminations and related certification issues 

• Determines staffing needs of the District on behalf of the Superintendent and in 
cooperation with principals, classified administrators, and central office 
administrators.  Provides initial staffing recommendations to the Superintendent 
based upon student enrollment and corresponding funding formulas approved by the 
Governing Board and coordinates annual staffing meetings with principals and 
central office administrators as needed 

• Reviews personnel selection procedures to ensure that valid and reliable elements 
are utilized and makes recommendations for modifications and improvements 

• Collaborates with district negotiation teams at the direction of the Superintendent 

• Oversees the preparation, distribution and return of contracts for all exempt, 
professional staff and compensation sheets for all classified staff.  Prepares and 
distributes all administrative contracts 

• Consults with and advises the Superintendent and/or General Counsel in 
contract/job abandonment matters and coordinates related District actions 
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• Coordinates the hiring of leased employees and serves as District liaison with third-
party vendor for leased employees 

• Oversees the procurement process for leased employees 

• Responsible for maintenance of all personnel records, including but not limited to, 
applications, current certificated and classified employee lists, assignments, salaries, 
credential information, required health tests, various leave accruals and vacation 
schedules 

• Oversees applicant background checks and coordinates with the General Counsel to 
determine eligibility for employment 

• Oversees fingerprinting of applicants and volunteers and coordinates with the Legal 
Department to determine eligibility for employment 

• Oversees advertising and recruitment related activities for the District, including organization 
of the District’s annual teacher job fair and updates to the District’s Employment website 

• Oversees New Employee Orientation program 

• Provides assistance to administration employee on evaluation matters 

• Supervises the substitute teacher and classified substitute programs of the District 

• Ensures that the District’s substitute employee placement and staffing needs are 
met and implements changes in the systems and procedures, as needed 

• Directs wage and salary administration and research, and produces various 
research reports on behalf of the Superintendent   

• Coordinates responses to various federal and state reports concerning District 
employee data in consultation with the Associate to the Superintendent 

• Identifies and recommends technology needs for Human Resources and directs 
implementation of technology resources in the department 

• Provides human resources guidance and specialized technical assistance to District 
staff and administration 

• Coordinates the completion of specialized reports, including the monthly DOL job 
openings and labor turnover survey, as well as other salary and fringe benefit 
surveys 

• Maintains an adequate compensation/classification program providing 
administrative, certificated and classified job descriptions of a generic nature and 
arranges for position audits as needed 

• Maintains the District’s job descriptions, regularly making revisions and additions, 
and oversees the distribution of the documents, as necessary 

• Oversees the analyses of positions throughout the District, in relation to established 
job descriptions and the District’s classification and compensation system, and 
makes recommendations for reclassifications based upon established guidelines 

• Assists the Associate to the Superintendent by coordinating an evaluation program 
for all personnel 

• Maintains and monitors industrial injury and unemployment insurance claims on behalf of 
the District 

• Responds to unemployment claims and represents the District in appeal hearings, as 
necessary 



FLSA: Exempt 
Cabinet 
June 2023 
 

DIRECTOR OF HUMAN RESOURCES 
 

• Supervises the fringe benefits office and is responsible for the maintenance of employee life, 
medical, dental, and disability programs 

• Ensures District compliance with Governing Board policies and relevant laws including, but 
not limited to, FMLA, Section 504, ADA, Title VII, and ADEA 

• Directs the District’s efforts to maintain compliance with the Fair Labor Standards Act and 
Department of Labor 

• Serves as hearing officer in pre-action hearings and/or grievance hearings 

• Provides guidance and assistance to teachers and paraprofessional staff members in 
relation to ESSA compliance and requirements 

• Participates and assists in the annual compilation of State certification reports, in 
collaboration with other departments 

• Maintains the District’s varied compensation programs and recommends necessary 
adjustments based on such factors as negotiations, legal issues, and market trends  

• Prepares and adheres to Human Resources budget  

• Directs the preparation of Governing Board Agenda items for HR related items 

• Acts as a District representative for human resources support organizations 

• Acts as liaison between District and outside agencies and institutions relating to personnel 

• Acts as liaison with Institutes of Higher Education and collaborates with the Office of 
Learning and Instruction to maintain programs 

• Facilitates and participates on various committees as needed 

• Represents the District at meetings, conferences and retreats, as necessary 

• Keeps informed of the changing role of the Director of Human Resources through 
attendance at administrative conferences, seminars, and professional development activities 

• Exhibits patience, courtesy and tact when dealing with others 

• Promotes and supports District wide educational advancement in 21st Century skills 

• Integrates knowledge and skills that are relevant to the 21st Century 

• Performs related duties as required 
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MENTAL AND PHYSICAL REQUIREMENTS 

• Ability to express oneself clearly and concisely, both orally and in writing 

• Ability to effectively communicate with a wide variety of people in varying circumstances 

• Ability to apply strong evaluative statistical and analytical skills for documents and data 

• Ability to meet deadlines  

• Ability to sustain extended work hours and problem situations 

• Ability to work alone and as part of a team 

• Ability to multi-task in an office setting 

• Ability to interpret policies and communicate to others 

• Ability to solve difficult client problems and issues 

• Ability to analyze, synthesize and “see the big picture” 

• Ability to appropriately handle confidential information and records 

• Ability to organize work and handle high volumes of information 

• Ability to research, analyze and formulate decisions quickly 

• Ability to exercise judgment in accordance with established guidelines 

• Ability to concentrate for extended periods of time 

• Ability to operate phone, computer and digital equipment 
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