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Position Description

Job Title Human Resources Manager
Department Administration
Reports To Executive Director
Status Permanent/Full Time
Salary Range | $26.44—$29.00 P/H ($55,000-$60,320)
Location Hoh Tribe Reservation

Summary

HR Director’s job is to implement HR programs and policies, and to manage every aspect of employee
development and relations. The main responsibility of the HR director is to manage recruiting and staffing,
performance management, benefits and compensation administration, organizational development,
employee counseling services, and training.

Duties and Responsibilities The duties of this position include, but are not limited to:

e Developing an employee-oriented organization culture that emphasizes continuous improvement,
team- work, high performance and quality.

e Ensuring organizational conformation with applicable HR related regulations and statutes as well as
organizational procedures and policies.

¢ Implementing HR programs and policies as needed by the organization.

¢ Identifying, evaluating, and resolving human relations, employee morale, work performance, and
organizational productivity concerns.

e Ensuring job description for every employee position is up-to-date and accurate.

¢ Developing staffing strategies and implementing programs and plans. Identifying and cultivating
effective and appropriate sources for employee for all job levels.

e Creating employee training and organizational development programs.

e Conducting performance reviews with personnel managers and monitoring employee attitudes,
productivity, and performance outcomes.

e Managing the human resource management and providing staff and directors with the essential
reporting in order to help them in managing their employee resources.

e Recruiting and retaining top quality employees for each department and conducting interviews.
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¢ Creating compensation plans and providing administration benefit packages.

¢ Insuring that every aspect of human resources incorporate the vision, values, and culture of the
organization.

¢ Managing the risk management work functions and assisting in developing a healthy and safety
programs for the volunteers and staff.

e Participating as a senior management team member in weekly Director Meetings in order to
develop and discuss organizational procedures and policies.

e Develop an Orientation and Integration program directed toward new employees focusing on the
basics of tribal government.

Skills and Specifications

o Ability to develop HR programs and policies based on business new requirements.

o Ability to develop technical papers, policy papers and to present technical information to senior
management people.

e Strong project management, time management, and leadership skills.

o Demonstrated proficiency with MS Word, PowerPoint and Excel.

¢ Solid problem-solving and business acumen skills.

e Able to multitask and work in a strong-paced environment.

o Ability to mentor and supervise staff.

¢ Ability to negotiate contribution agreement and contracts.

o Ability to speak, write and read the English language.

e Able to work alone on a broad variety of projects.

¢ Able to establish and maintain healthy working relationships with people in course of work.

¢ Willingness to work additional hours in order to meet tight deadlines.

e Must adhere to the personnel policies and drug and alcohol polices.

e Must submit to and clear a pre-employment alcohol and drug test, and criminal background check.

Education and Qualifications

e High School Graduate with AA in Business or Human Resources required

e Bachelor’s degree in Business or Human Resources from an accredited university or institution
preferred.

e At least four years’ experience in Human Resources

¢ Any combination of Education, Experience, and Training that could be considered the equivalent of
the above requirements.

Except as provided by the Federal Indian Preference Act, Title 25 USC 45 — 46, there will be no
discrimination in selection process for this position because of race, color, age, sex, national origin,
physical handicap, marital status, political membership or non-membership in an employee
organization. If the applicants have equal qualifications, preference will be given to Native Americans
and Alaskan Natives. Applicants claiming Indian preference must submit verification of Indian
certification by tribe of affiliation or other acceptable documentation of Indian heritage. All other
interested persons are encouraged to apply.
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