
MODESTO CITY SCHOOLS 
 

Job Description 
JC# 0068 

SENIOR DIRECTOR, HUMAN RESOURCES 
 
OVERALL RESPONSIBILITY 
 
Under general direction, provide leadership and assume administrative responsibility for implementation and evaluation 
of the District’s personnel programs in keeping with guidelines established by the District and other governmental 
agencies. 
 
 
SPECIFIC RESPONSIBILITIES 
 

1. Develop, implement and evaluate the District’s personnel policies, administrative regulations and procedures.  E 
 
2. Supervise the implementation of the BTSA/PAR/Induction programs.  E 

 
3. Supervise the development and implementation of No Child Left Behind (NCLB) Highly Qualified Teachers and 

paraprofessional certification requirements.  E 
 

4. Engage in the interactive process and monitor Return to Work (RTW) program.  E 
 

5. Assist with efforts to recruit, select, hire and retain qualified individuals.  E 
 

6. Develop, implement and evaluate human resource programs in keeping with the intent of State, Federal, and Title IX 
laws and regulations.  E 

 
7. Research, implement and coordinate policies and decisions involving wages, salaries, benefits and working 

conditions.  E 
 

8. Serve as District representative in employee negotiations and employee bargaining unit consultations as assigned.  E 
 
9. Maintain current record of legislation impacting school employees. 
 
10. Develop, implement and evaluate staff development programs for designated personnel.  E 

 
11. Maintain a record of employee employment, transfers, promotions and terminations.  E 

 
12. Determine and evaluate various credential requirements.  E 

 
13. Approve/disapprove course work submitted by certificated employees for salary advancement.  E 

 
14. Approve/disapprove certificated and classified employee leave of absence requests as required. 

 
15. Coordinate classified and certificated layoff proceedings.  E 

 
16. Apply laws, codes, policies and regulations pertaining to the area of assigned responsibility.  E 

 
17. Assist in the selection, orientation, supervision and evaluation of personnel.  E 

 
18. Establish and maintain cooperative relationships with those contacted during the course of work. 

 
19. Perform other related duties as assigned. 

 
 

WORK YEAR 
 
Approved days as specified on the Management Salary Schedule 
 



 
 
SENIOR DIRECTOR, HUMAN RESOURCES (continued) 
 
 
SALARY 
 
Management Salary Schedule 
 
QUALIFICATIONS 
 Knowledge/Ability 
 Minimum Requirements: 

Knowledge of public information principles and techniques, including an awareness of community needs, 
interests and concerns. 

Knowledge of and ability to apply problem solving processes and techniques. 
Knowledge of and ability to apply evaluative instruments and interpretative procedures   
Knowledge of and ability to apply management, budget and contract administration principles and practices. 
Knowledge of and ability to apply effective supervision techniques. 
Knowledge of and ability to apply problem solving processes and techniques.  
Ability to understand and implement complex oral and written directions. 
Ability to compose clear, complete and concise correspondence and reports independently using correct 

grammar, syntax, punctuation and spelling. 
 
 Experience 
   Minimum Requirement: 
   Three (3) years of full-time experience in public and/or private schools system OR; 
   Three (3) years of Human Resource Management full-time experience. 
 

Education/Credentials 
 Minimum Requirements: 
   Bachelor’s Degree in a field related to the position OR; 
   Valid California Teaching Credential 
 
  Desirable Qualifications: 
   Major/minor in Personnel Administration; 
   Master’s Degree; 
   Valid California Administrative Credential    

 
Physical Characteristics 

With or without the use of aids: 
Sufficient vision to read small print. 
Sufficient depth perception to file documents and relate the spatial distances between objects. 
Sufficient hearing to hear normal conversational speech on and off the telephone. 
Ability to speak in an understandable voice and with sufficient volume to be heard at a normal conversational 

distance and on the telephone. 
Sufficient dexterity to manipulate small objects, print or write legibly, operate telephone, use computer 

keyboard, typewriter and other business machines. 
Sufficient physical ability to reach horizontally and vertically with arms. 
Sufficient lower body strength, stamina and mobility to walk, stoop, and bend. 
Sufficient physical ability, strength, balance, mobility, and stamina to climb stairs, sit for extended periods of 

time, and stand for extended periods of time. 
 
REPORTS TO: 
 
Associate Superintendent, Human Resources or designee 
 
 
Board Approved:  9/29/14 
 
Cabinet Approved:  3/21/19 
Board Approved:  4/1/19 
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