
ERIE COUNT TECHNICAL SCHOOL
Job Qualifications
TITLE:


Coordinator for Human & Quality Resources

DEPARTMENT:
Business Office

REPORTS TO:

Director

SUPERVISES:  



REVISION DATE:
11/2006
REQUIREMENTS:
1. Bachelor's degree in business management, human resources management, or a related field where courses are related to personnel administration

2. Prior experience in human resources and quality management

3. Able to maintain confidentiality

4. Familiarity with statistical analysis

5. Able to establish and maintain effective working relationships with other employees and the public

6. Knowledge of:  

a. Principles surrounding effective employee relations

b. Occupational health and safety guidelines

c. Basic statistics

d. Federal and state laws, regulations and procedures regarding human resources

7. Able to effectively collect, prepare, analyze and evaluate human resource data

8. Current Act 34 Criminal and 151 Child Abuse clearances

TALENTS:

This position requires the employee to possess a drive to be of service to others, 


an internal, self-imposed need to achieve, and need to be personally accountable for their work.  In addition, the employee must be able to problem solve, play out alternative scenarios and consequences, and work well in a team environment while considering the different feelings and perspectives of others.

Job Statement:
To coordinate the human resource activities of the school in order to provide satisfactory service to internal and external customers.  The job goal also includes oversight of the quality management system to guarantee the highest quality products and services attainable.
HUMAN RESOURCES
PERFORMANCE RESPONSIBILITIES:
Staffing

1. Coordinates a recruitment program, which includes preparing announcements and advertisements, reviewing applications, and maintaining certifications lists and examination results

2. Schedules oral examinations and administers validated employment tests

3. Verifies employment eligibility, orients, and assists new hires in completing all necessary benefit, withholding, and employment forms

4. Processes a range of personnel actions: appointments, separations, promotions, change-to-lower grade, reassignments, transfers, or mass change actions

5. Answers questions regarding human resources policies and procedures, employment opportunities, and other matters relating to human resources from program personnel, employees, and the public

6. Informs new employees of employment related policies and procedures related to employment and termination, benefits and other related issues

7. Maintains personnel information system to ensure compliance with Federal and State regulations and various funding and audit organizations

8. Supervises the evaluation, classification and writing of position audit reports and job descriptions

9. Coordinates an employee recognition program

Benefits Administration

1. Serves as a point-of-contact for advice and information to employees on various employee programs such as retirement and life and health insurance programs

2. Administers the employee benefits and worker's compensation programs

3. Notifies employees of impending deadlines and enrollment periods

4. Acts as an intermediary between employees and outside service organizations, such as the retirement and insurance companies

5. Advises employees in electing benefits

6. Assists the Director in maintaining employee grievance/complaint procedures and handling employee complaints

7. Acts as a mediator in internal disputes

8. Oversees staff attendance and leave requests

9. Prepares invoices for benefit payments

Staff Development

1. Provides technical assistance to professional staff in the processing of professional certification requests

2. Plans, organizes, coordinates and conducts staff development programs, seminars and workshops to increase employee productivity and efficiency

3. Assists in planning and conducting occupational health and safety training programs

QUALITY MANAGEMENT
PERFORMANCE RESPONSIBILITIES:

1. Directly responsible for implementation and maintenance of the campus quality system, reporting on the performance of the quality system for review and as a basis for improvement of the quality system

2. Organizes and promotes campus-wide quality improvement efforts

3. Establishes procedures for maintaining high standards of quality and reliability

4. Evaluates and develops improved techniques for the control of quality

5. Acts as liaison with external parties on matters relating to the quality system
6. Regularly surveys internal and external customers to evaluate and improve the quality of processes and customer services
7. Recommends and implements improvements to the existing processes and systems

8. Responsible for the maintenance of the school’s ISO 9001 certification including the internal and external audits

9. Maintains quality manual of operational policies, procedures and documentation

10. Administers document control requirements

11. Documents all evidence of non-compliance and necessary corrective, preventive and continual improvement actions

12. Maintains evidence of supplier selections and evaluations

13. Coordinates, collects and maintains all organizational performance data

14. Verifies product identification and traceability
Other Duties

1. Administers employee ID program

2. Acts as liaison concerning compliance with the Americans with Disabilities Act, Drug-Free Workplace Act, Right to Know and other regulations

3. Supervises preparation of all correspondence, newsletters, and campus directory

4. Oversees the preparation of all State and other reports as required, i.e., PDE Professional Employees Listing.

5. Serves as Secretary of the AVTS General Advisory Council performing all duties normally associated with this Council.

6. Serves as a resource person in contract negotiations

7. Serves on the campus Safety Committee

8. Performs others duties as assigned
TERMS OF EMPLOYMENT:  12 months, 210 Days

I have reviewed the above job description and analysis and understand the requirements of the position __________ (Initials).
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