NYE COUNTY SCHOOL DISTRICT - Human Resources Department

Human Resources Director

FLSA Status: EXEMPT
Classification: Certified
Terms of Employment: 8 hours per day, 12 months

JOB GOAL: To assist the Superintendent substantially and effectively by providing leadership for planning,
development, maintenance, and evaluation of the district's human resources management system to support and
facilitate successful educational programs throughout the district.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

This list of Essential Duties and Responsibilities is not exhaustive and may be supplemented with other duties as

assigned by the Supervisor.

1. Complies with the state-approved Code of Ethics of the education profession. Upholds and enforces
department/unit rules, administrative directives and regulations, Board policy, and State and Federal
regulations.

2. Directs operation and administration of District's Human Resources programs.

Coordinates recruitment, selection, employment, and assignment of personnel.

Plans, directs and monitors the application and employment process of certificated and classified

employees.

Maintains liaison with university placement offices.

Arranges orientation program for new employees as well as in-service and mandatory training of personnel.

Serves as custodian of all regular and confidential personnel records.

Develops and maintains personnel forms, methods and procedures.

Assists in the development and implementation of district policies and procedures.

0. Assists in the collective bargaining process with various employee groups, in accordance with Nevada

Revised Statutes 288.

11. Meets and responds to concerns of bargaining units regarding negotiated agreements and in the
administration and enforcement of contractual language in all negotiated agreements, as well as processing
grievances through arbitration.

12. Represents the District in personnel matters and ensures compliance with Nevada Revised Statutes.

13. Directs and coordinates all elements of the employee discipline process, including dismissals.

14. Coordinates and directs any reductions in force that may be necessary due to lack of work or financial
constraints.

15. Coordinates the development of job descriptions and evaluation systems.

16. Makes recommendations regarding necessary changes in personnel management and administration.

17. Directs and monitors the processing of leave requests in accordance with law, regulation, and District policy.

18. Conducts employment interviews for teaching personnel, exit interviews for retiring personnel and other
conferences related to the personnel function when required.

19. Counsels and advises applicants and probationary/permanent employees.

20. Serves as District Title IX Coordinator.

21. Conducts formal and informal investigations of Public Complaints and Title IX complaints pursuant to district
policies and administrative regulations.

22. Oversees District volunteer program.

23. Supervises District Level Clerical staff and Personnel Technicians assigned to Human Resources
Department.

24. Performs other tasks related to area of responsibilities as requested/assigned by Supervisor.
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POSITION EXPECTATIONS
Knowledge, Skills and Abilities:
1. Knowledge of the principles of supervision and management methods as well as responsibilities regarding
all dynamics of Human Resources operations in a school district or related field.
2. Knowledge of modern and current practices related to the recruitment, selection, assignment, and in-service
training of personnel.






