
 
 

 

Title:  Director of Human Resources and Benefits Administration             Position #:  

Department:  Business Affairs                                                                   Category: Exempt 

Reports to:  Vice President of Finance and Business Affairs                              Date: 

 

Position Purpose 

 

The Director of Human Resources and Benefits Administration works closely with the Vice President of 

Finance and Business Affairs to lead, optimize, implement, and support various strategic human 

resources functions that promote positive employee relations and organizational development.  

 

Specific areas of oversight and responsibility include recruitment, compensation and benefit plan 

administration, employee relations, and professional development and training programs. In addition, the 

Director of Human Resources and Benefits Administration will administer and oversee employment 

agreements, disciplinary actions, and employee separation. Must possess the ability to evaluate existing 

practices and implement new programs where needed. Must possess solid leadership and team building 

skills. Must be able to act quickly and decisively and follow directives closely with a positive, teamwork 

approach.  

 

Key Accountabilities 

 

 Formulate, recommend, and ensure consistent implementation of Human Resources policies and 

procedures for the entire College 

 Encourage strong employee relations through open communication, professional conduct, addressing 

and resolving employee issues, maintaining appropriate confidentiality, and implementation of 

industry best practices  

 Establish wage and salary structure, pay policies, performance appraisal programs, employee benefit 

programs and services, and safety and health programs 

 Establish standard recruiting and placement practices and procedures that ensure the needs of the 

College are met 

 Serve as Title IX Coordinator 

 Directs the administration of employee benefits; including vendor selection, plan evaluation, contract 

review and renewal, and benefits orientation 

 Identify legal and government regulations and reporting requirements affecting Human Resources 

function and monitor exposure of the organization 

 Effectively use technology and the college’s ERP system (Ellucian Colleague) to obtain, analyze, and 

utilize data to inform decision making 

 Oversee the preparation of contracts, employment agreements, and other employee appointment 

actions 

 Assist and advise College leadership on Human Resources issues, make recommendations for policy 

and procedure to Cabinet prior to implementation 

 Assist with preparation of departmental budget and control expenditures within areas of 

responsibility 

 Assist College Legal Counsel with HR related legal matters as assigned 

 Complete other duties as assigned 

 



 

Position Requirements 

 

Skills & Knowledge 

 

 Applied knowledge of benefits, compensation, talent acquisition, employee relations, HRIS, policy 

review and development, professional development, human resource law and regulations 

 High standards of professional ethics and personal integrity 

 Strong interpersonal and leadership skills 

 Excellent written and oral communication 

 Ability to implement new policy and procedures 

 

 

 

 

Experience 

 

 A minimum of five (5) years of progressively responsible human resources experience that includes 

experience in a supervisory or management role 

 Experience in higher education or non-profit operations preferred 

 

Education 

 

 A Bachelor’s Degree in Human Resources Management, Business Administration, Organizational 

Behavior or closely related field is required 

 A Master's Degree in Human Resources Management, Business Administration, Organizational 

Behavior, or closely related field preferred 

 SPHR certification highly preferred 

 

Physical Requirements and Work Environment 

 

Regular, predictable, and on-time attendance is an essential job function. Being on-site, on-campus, and 

able to connect one-on-one with administration and employees is essential to this position. 

Telecommuting or working from off-campus is not acceptable job performance. 

 

While performing the duties of this job, the employee is regularly required to sit and talk or hear. The 

employee is frequently required to use hands to finger, handle, or feel. The employee is occasionally 

required to stand; walk and reach with hands and arms. The employee must frequently lift and/or move 

up to 10 pounds and occasionally lift and/or move up to 25 pounds. Specific vision abilities required by 

this job include close vision and ability to adjust focus. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  


