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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:  Human ResourceS and Benefits Coordinator
REPORTS TO:  Superintendent

SUPERVISES:  

QUALIFICATIONS:


1. Bachelor's degree from an accredited four-year college or university with a concentration in a business-related curriculum (business administration, human resources, etc.).
2. Two years of human resource management experience or other applicable experience.

KNOWLEDGE, SKILLS AND ABILITIES:

1. Extensive knowledge of federal, state, and local laws, policies and procedures relating to human resource management. 

2. Ability to follow State of Alabama administrative code relating to public school administration. 

3. Excellent verbal and written communication skills.

4. Excellent organizational and problem solving skills. 

5. Strong interpersonal skills. 

6. Excellent computer skills.

JOB GOAL:

To meet the educational needs of the school system by providing excellent personnel management services.

PERFORMANCE RESPONSIBILITIES:

1. Direct the implementation of Board policies, State and Federal Law, and guidelines that apply to the personnel function.

2. Coordinate the preparation of reports to the State Department of education and other agencies related to personnel.

3. Assist with the preparation of the system budget as it relates to personnel.

4. Coordinate the preparation of the personnel action section of the Board agenda.

5. Create needed forms, brochures, and handbooks related to the personnel function.

6. Develop and maintain job descriptions for all school system personnel.

7. Manage the evaluation process for support personnel, ensuring that all personnel are evaluated as required by Board Policy.

8. Prepare and distribute the notices of job vacancies and solicit applications for such vacancies.
9. Manage the job application process.

10. Coordinate with other administrative staff the review of applications and correspond with applicants regarding interviews, job offers, etc.

11. Coordinate with the Superintendent the calculation of salaries and issuance of contracts.

12. Coordinate and direct orientation of new employees.

13. Maintain all pertinent information in personnel files (transcripts, certification, background check, etc.)

14. Coordinate the certification renewal process for current employees and all other certification needs of current and new employees.

15. Verify experience of former employees and job/salary verification of current employees.

16. Review teachers’ credentials and make recommendations related the NCLB and Highly Qualified Teachers.

17. Inform employees of all benefit changes and answer questions pertaining to benefits.  

18. Counsel new employees regarding benefits available.

19. Counsel employees regarding retirement and coordinate the completion and submission of required paperwork.
20. Submit background checks and fingerprinting documentation to the State Department of Education.

21. Manage and direct the processing of substitute employee applications and ensure all information is obtained for proper documentation.

22. Manage STIPD (Setup of new employees, resolve username and password issues, enter new PD activities and award credit for activities).

23. Keep informed and disseminate information about current research, trends, and best practices in areas of responsibility.

24. Attend training sessions, conferences and workshops as assigned to keep abreast of current practices, programs and legal issues.

25. Manage the AESOP personnel system, to include setup of new substitutes and employees, resolving user name and password issues, and other issues school personnel or substitutes have with the system.

26. Perform other tasks consistent with the goals and objectives of this position.

PHYSICAL REQUIREMENTS:

N/A

TERMS OF EMPLOYMENT:

Length of the work year and hours of employment shall be those established by Board Policy or employment contract.

EVALUATION:

Performance of this job will be evaluated a minimum of once each year.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ______________________________________________ Date: _________________

Approved by Human Resources: ____________________________ Date: _________________
Last Revised: May 2015

