
DIRECTOR OF HUMAN RESOURCES 

DISTINGUISHING FEATURES OF THE CLASS: Under the general direction of the 
President of Westchester Community College, an incumbent of this class manages all 
human resources staffing, recruitment and placement, employee relations, and the 
maintenance of all records in accordance with Civil Service Law and County Administrative 
procedures, as well as the College’s mission, goals and objectives. This position serves as 
part of the College’s executive management team by serving on the President’s cabinet and 
is responsible for maintaining liaison with the County’s Department of Human Resources to 
ensure conformance with all civil service laws, rules and regulations with respect to new 
hires, promotions, demotions, classification, etc. Supervision is exercised over professional 
and administrative support staff.  Does related work as required. 

EXAMPLES OF WORK:  (Illustrative Only)  

Ensures the appropriate dissemination of County policies relating to EEO and Anti-
Harassment and Discrimination, the Drug-free Workplace , as well as College wide policies, 
and other relevant employment laws and policies;  

Ensures that the annual training of all employees is carried out in accordance with NYS 
regulations as well as in accordance with the overall goals and objectives set forth by the 
President;  

Coordinates with the College’s executive team to manage vacancy control and funding of 
positions, prioritize staffing needs and in the recruitment of staff;  

Directs the interviewing and screening of job applicants, arranging for employment 
interviews with the appropriate division heads;   

Implements the processing of required personnel/payroll forms and examination 
announcements in cooperation with appropriate division personnel;  

Advises and assists department heads to ensure the application and uniform administration 
of County and College Human Resources policies;   

Confers with and assists employees and supervisory personnel with procedural guidelines 
and labor disputes, and works with division heads in the resolution of issues as required;  

Works with the County’s Human Resources Department on the development and 
maintenance of the classification and salary plans; 

Performs departmental job audits and classification studies in coordination with respective 
department heads; 

Maintains detailed, confidential records and files;  

Holds exit interviews with employees leaving the service;  
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EXAMPLES OF WORK: (Illustrative Only) (Cont'd.)  
  
Works with supervisory and administrative personnel in the development and 
implementation of orientation, employee evaluation, and training programs;   
 
Carries out special personnel-related studies as directed;   
  
Implements Civil Service Law in personnel management;    
  
Plans and/or participates in the planning of special functions, award ceremonies etc., for 
college employees; 
    
Provides information to employees on benefits, retirement, time and leave policies and other 
benefits; works closely with the Benefits Manager as needed; 
  
Confers with the County’s Budget Office on the creation of new positions; 
  
Develops and implements employee training programs; keeps abreast of trends in the 
Human Resources Management field to identify training opportunities for staff; 
  
Implements and monitors the College's Affirmative Action Program;    
  
Develops and implements internal procedures for the smooth and effective operation of the 
Human Resources division; 
 
Uses computer applications and other automated systems such as spreadsheets, word 
processing, calendar, email and database software in performing work assignments. 
  
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough 
knowledge of public personnel administration including the principles of methods of 
recruitment, placement and training, job analysis and classification, and the evaluation of 
employees performance; good knowledge of personnel records and forms; ability to 
supervise the work of subordinates; ability to organize and plan work flow efficiently; ability 
to establish effective working relationships with administrators, supervisors, and 
employees; ability to communicate effectively, both orally and in writing; initiative in carrying 
out the responsibilities of the position; ability to use computer applications and other 
automated systems such as spreadsheets, word processing, calendar, email and database 
software; ability to read, write, understand and communicate in English sufficiently to 
perform the essential functions of the position; tact; physical condition commensurate with 
the requirements of the position.   
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MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Possession of a Bachelor’s 
Degree and either (a) five years of personnel management experience; or (b) 30 credits* 
toward a Master's Degree* in Human Resources Management, Public or Business 
Administration or a related three years of experience as described in (a).  

*SPECIAL NOTE: Education beyond the secondary must be from an institution recognized
or accredited by the Board of Regents of the New York State Education Department as a
post-secondary, degree-granting institution.

West. Co. Job Class Code: E0266 
J. C.:  Pending Juris Class Job Group: W02 
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