POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
DIRECTOR OF EMPLOYEE RELATIONS
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

The Director of Employee Relations provides administrative and counseling services support in University of Arkansas for Medical Sciences Human Resources (UAMS HR); serve as initial contact and assessment point to assist employees and managers with questions and problems regarding employee relations and other HR issues or problems. 
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Provide initial walk-in assistance to employees and managers with questions and concerns regarding HR policies and procedures as well as other services offered by UAMS HR; respond or refer as needed to assist client with question or concern. 

Conduct an initial employee problem assessment or evaluation as appropriate; determine through interview whether underlying issues or concerns exist; review assessment with and recommend appropriate follow up action to the Director, UAMS HR for collaboration, review and decision by Director. Serve as principal staff liaison to the Personal Assistance Service. 

Provide employee relations assistance to employees regarding HR policies and procedures; explain the grievance procedure to employees, upon request; assist in reducing complaint into written statement as necessary. 

Provide explanation and other general guidance regarding HR policies and procedures within established guidelines for review and update to facilitate the department's performance of accountabilities. 

Meet with and provide additional support to employees who visit UAMS Human Resources, to establish and maintain an effective working relationship for the purpose of expeditiously resolving complaints and encouraging confidence and credibility in employee advocacy procedures. 

Design, update and/or generate various reports on HR activities, statistics and project tracking either as ongoing administration or as special projects requested by the Director; ensure timely and accurate completion of reports. 

Provide technical and information systems support by developing and implementing appropriate monitoring and reporting mechanisms to track performance data in the function, including but not limited to, nature and frequency of employee counseling contacts, assessment of problem trends and quality assurance tools to evaluate the effectiveness and impact of services on clients and in comparison to relevant industry trends. 

Perform other related duties incidental to the work described herein. 

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: Human Resources, Business Administration or related.

Advanced Degree, Type/Major: Master’s Degree Preferred
Professional License/Certification: PHR or SPHR Preferred
Work Experience, (Length of Time, General and Directly Related) 7 years of progressive business, administrative and/or supervisory experience, at least four of which is directly related to employee relations, to acquire competence in applying human resource policies and procedures necessary to supervise a segment of the employee relations program. A master's degree in a related field may be substituted for 2 years of general experience. The remaining five years of experience must be directly related to the Human Resources field OR AN EQUIVALENT COMBINATION OF EDUCATION AND/OR EXPERIENCE.


I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



