CLARKSVILLE-MONTGOMERY COUNTY SCHOOL SYSTEM
CLARKSVILLE, TENNESSEE
Job Description

Job Title: Chief Human Resources Officer Departmeti Human Resources
Date: April 17, 2007 Reports To: Director of Ehools
Grade: 301

Purpose of Job

Plans, directs, and administers all human resduretions for the District including employee
recruitment, staffing, compensation and employaefieprograms, labor relations activities, staff
development programs, and personnel record systems.

Essential Duties and Responsibilities

The following duties are normal for this job. Theg are not to be construed as exclusive or all-
inclusive. Other duties may be required and assig.

Develops and recommends District personnel poligstblishes personnel practices and
procedures; administers such policies, practiaas paocedures including hiring, assignment, pertorce
evaluation, retirement, transfer, leave of abseteraination, and others.

Plans, directs, and supervises recruitment aa#/fior all District positions in accordance with
equal employment opportunity policies.

Establishes and maintains a system of personn@idein compliance with regulatory agency
requirements, including the preparation and subonissf required personnel reports, to meet therRist
and employee needs for such records.

Plans, directs, and administers wage and salarynégtration programs, including salary schedule
structuring, employee classification, position diggmns and specifications, performance reviews, e

Plans, directs, and supervises employee benefiranas.

Plans, directs, and supervises labor relationsities for the District including collective
bargaining negotiations.

Administers collective bargaining contracts anteagnents.

Prepares and recommends departmental capital amdtomy budgets and controls expenditures
within approved budgets.

Supervises the selection, hiring, and trainingwhhn resources department staff. Supervises the
evaluation of human resources staff performancerecmimmendation of salary increases.

Plans, directs, and supervises administration afuation systems to measure employee
performance.

Plans, directs, and supervises the District stafetbpment program.

Plans, directs and supervises assignment of stafftiools.

Interprets and administers the District Code ofdted and Rules as it applies to evaluation, wage
and salary administration, benefits and other itant conditions of employment for employees.

Serves as a member of the Director's cabinet aritipates in District-wide planning and
management.

Supervises the preparation of short and long-rgfeyes for District-wide personnel activities and
coordinates with school and District administrators

Responds to community/Board questions, assiseciommending employment decisions which
require Director's approval.
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Additional Job Functions
Performs other duties as required .

Minimum Training and Experience Required to Perform Essential Job Functions

Master's degree or equivalent experience.

Five years of responsibility in staffing and hirjrapntract negotiations, and contract management,
development of HR policies and procedures preferred

Experience in school level or district administatpreferred.
Knowledge of Job
Considerable knowledge of the policies, procedargsactivities of the school system and supervisory
practices as they pertain to the performance aésluelating to the Human Resources Department.
Capability to develop and implement long-term gdalghe effective operation of the school system.
Knows how to keep abreast of any changes in si@gtptdicy, procedures and methods as they pexain t
public education and employment law. Is able teaffely communicate and interact with subordinates
supervisors, members of the general public and gftaips involved in the operation of the schoaitemn.
Is able to assemble information and make writtgrores and operation of the school system. Is able t
assemble information and make written reports ammichents in a concise, clear and effective manner.
Has good organizational, management, interpersomatechnical skills. Is able to use independent
judgment and discretion in supervising subordindtesuding the handling of emergency situations,
determining and deciding upon procedures to beémphted, setting priorities, maintaining standaius$
resolving problems.

(ADA) MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED
TO PERFORM ESSENTIAL JOB FUNCTIONS

PHYSICAL REQUIREMENTS.:

Must be physically able to operate a variety ofoeffmachines. Must be able to use body membersth, w
move or carry objects or materials. Must be ablextrt up to twenty pounds of force occasionalhd/ar
up to ten pounds of force frequently. Physical desn@quirements are at levels of those for lighitvac
work. Must be able to lift and/or carry weight afenty to forty pounds.

DATA CONCEPTION:

Requires the ability to compare and or judge tlaglifg observable, functional, technical, structuad
compositional characteristics (whether similar taliwergent from obvious standards) of data, people
things.

INTERPERSONAL COMMUNICATION:  Requires the ability of speaking and/or signafiegple to
convey or exchange information, Includes givinggresents and/or directions to coworkers and
assistants.

LANGUAGE ABILITY:

Requires the ability to read a variety of inforroatll documentation, directions, instructions anthoes
and procedures related to maintenance operati@tglifes the ability to write reports with properrfat,
punctuation, spelling and grammar. Requires thktyabo speak with and before others with poiseiceo
control and confidence using correct English amée-modulated voice.

INTELLIGENCE:

Requires the ability to learn and understand ngdhticomplex principles and techniques; to make
independent judgments in absence of supervision.

VERBAL APTITUDE:

Requires the ability to record and deliver inforimatto supervisors and officials; to explain progcets
and policies; and to follow verbal and written hustions, guidelines and objectives.

NUMERICAL APTITUDE:

Requires the ability to add and subtract totalsltipiy and divide; determine percentages; deterntime
and weight; and utilize statistical inference.

FORM/SPATIAL APTITUDE:

Requires the ability to inspect items for propewgi, width and shape visually.

MOTOR COORDINATION:
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Requires the ability to coordinate hands and eyesing automated office and departmentally-related
equipment.

MANUAL DEXTERITY:

Requires the ability to handle a variety of itetmsnd and power tools, office equipment, controlldgjo
switches, etc. Must have the ability to use bothdsafor twisting or turning. Must have high levéhand
and eye coordination.

COLOR DISCRIMINATION:

Requires the ability to differentiate colors anddss of color.

INTERPERSONAL TEMPERAMENT:

Requires the ability to deal with people beyondrgjvand receiving instructions such as in inteipget
policies, decisions and procedures. Must be adbptatperforming under considerable stress.
PHYSICAL COMMUNICATION:

Requires the ability to talk and/or hear (talkingxpressing or exchanging ideas by means of spoken
words) (hearing — perceiving nature of sounds by, ea

The Clarksville-Montgomery County School SysteransEqual Opportunity Employer. In compliance
with the Americans with Disabilities Act, the schegstem may provide reasonable accommodations to
qualified individuals with disabilities and encoges both prospective and current employees to siscu
potential accommodations with the employer. Sigrestibelow indicate the receipt and review of tbis j
description by the employee assigned to the jobtla@idmmediate supervisor.

Employee’s Signature Supervisor’s Signature

Date Date
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