
 
 
 

 
 
Hancock County Schools is seeking an individual to serve as Director of Human Resources. The 
Director of Human Resources is responsible for leadership and oversight of the Human Resources 
department, including the compensation, position management, personnel records, and absence 
management functions, to provide the best possible educational services for the staff and students 
of the district.  
 
GENERAL RESPONSIBILITIES 

1. Maintains a system of personnel records and data for all levels of employees. 
2. Ensures the records and data of personnel transactions such as hires, promotions, transfers, 

and terminations, are entered accurately and retained properly, including records of 
employee demographics for governmental reporting purposes. 

3. Provides direction for the administration of all district compensation, position, and leave 
systems. 

4. Directs the job classification process and maintenance of job descriptions. 
5. Recommends salary placements for new administrative hires and assumes leadership for all 

district salary issues. 
6. Keeps abreast of federal and state laws related to personnel, employment, record retention, 

compensation, and leave. 
7. Establishes procedures to ensure compliance of laws and policies for all employees 

(classified and certified). 
8. Attends and participates in meetings with directors and other administrative personnel to 

address issues as they relate to assigned areas, including planning and coordination with 
other departments cross functionally. 

9. Conducts regular department meetings to communicate clear objectives and to check 
progress on department goals and initiatives. 

10. Responsible for timely submission of Georgia Certified/Classified Personnel Information 
(CPI) reporting and federal Equal Opportunity Commission reporting (EEO-5). 

11. Responsible for the administration and compliance of all APS leave policies and regulations 
and compensation guidelines. 

12. Oversees and works cross-functionally with other departments on HR data quality and 
position management maintenance, coordinates with the budget department's position 
control maintenance. 

13. Plans short- and long-term strategies, objectives, and priorities for areas of responsibility 
with staff assistance and input from teachers, principals and other administrative staff. 

14. Participates in activities of local and state-level interest groups. 
15. Ensures accurate and timely production and submission of recurring, annual, and ad hoc 

internal and external HR reports. 
16. Provides regular feedback and monitoring to staff, ensuring quality of work and 

accomplishment of goals and objectives; provides guidance through group and individual 
meetings with staff. 

17. Maintains standards of quality and customer service guidelines for Records Management, 
Compensation, Position Management and Absence Management consistent performance. 

18. Performs other duties as assigned by an appropriate administrator or their representative. 
 

H.C.B.O.E. Director of Human 
Resources 



MINIMUM QUALIFICATIONS 
1. Bachelor’s degree in human resources, Business Administration, Finance, or related field 

required 
2. Advanced degree preferred 
3. Preferred, but not required, certifications include, but are not limited to: Society for Human 

Resources Management (SHRM-CP or SHRM-SCP), Certified Compensation Professional 
(CCP), Georgia Professional Standards Commission leadership certification, Certified Public 
Accountant (CPA) 

4. At least 3 years of progressively responsible work experience in human resources in a 
school setting 

5. Successful completion of a National background check with fingerprints is required prior to 
employment. 

 
KNOWLEDGE, SKILLS, AND ABILITIES 

1. Excellent written and verbal communication skills 
2. Advanced proficiency in Microsoft Excel and database reporting 
3. Ability to take initiative to solve complex problems in unusual or swiftly changing situations 
4. Knowledgeable in the areas of personnel data quality and state/mandatory reporting 
5. Knowledgeable of federal laws and best practices regarding employee leave, compensation, 

and records retention 
6. Ability to synthesize complex information into written communication understandable by 

the general public 
7. Ability to plan, manage, and implement sophisticated, district-wide initiatives 

 
 

 

The Hancock County School District is an Equal Employment Opportunity employer. In compliance with 
relevant State and Federal Legislation, the Hancock County Board of Education prohibits 

discrimination and complies with the Americans with Disabilities Act of 1990. All qualified applicants 
will receive consideration for employment without regard to that individual’s age, race, color, religion 

or creed, national origin or ancestry, sex (including pregnancy), sexual orientation, gender, gender 
identity, physical or mental disability, veteran status, genetic information, ethnicity, citizenship, or any 

other characteristic protected by law. 

 
 
 
 
 


