
WESTMINSTER SCHOOL DISTRICT CLASSIFICATION STATEMENT 

 

 

TITLE: EXECUTIVE DIRECTOR, HUMAN RESOURCES  

 

 

BASIC FUNCTION: 

 

Under general direction of the Personnel Commission and Assistant Superintendent Human 

Resources, coordinate, organize and direct classified and certificated personnel functions of the 

district. Performs procedures necessary to administer the district’s classified personnel system in 

accordance with California merit system law, the rules and regulations of the Personnel Commission 

and the policies of the Board of Trustees.  Serves as Secretary to the Personnel Commission. 

Participates in the formulation of district policy as a member of the Management Team and 

Superintendent’s Cabinet. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

Administers and coordinates human resources functions related to classified and certificated 

personnel. 

 

Provides for and executes policies and procedures relative to employment applications, examinations, 

appointments, dismissals, resignations, layoffs, compensation within classification, job analysis and 

class specifications, service ratings and other matters necessary in administering the provisions and 

purposes of California merit system law, district rules, and all matters pertaining to the classified 

personnel service. 

 

Interprets and applies Federal and State laws, district policies and procedures, Collective Bargaining 

Agreements as well as Personnel Commission rules and regulations. 

 

Confers with employee groups, employees, and District managers and principals on interpretation of 

Board policies, regulations and other problems on personnel management matters such as promotion, 

discipline, transfer, layoff, evaluation, and grievance handling as needed. 

 

Supports District managers and principals with investigations. 

 

Supports District managers and principals with progressive discipline. 

 

Supports District managers and principals with complaints management. 

 

Directs the recruitment and selection process for classified personnel; develop, implement and oversee 

job announcements, establish appropriate testing procedures, paper screening, interviewing, reference 

checking, and other selection processes. 
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Ensures that the District maintains a program of position classification reflecting equitable job 

relationships based upon systematic evaluation of duties and responsibilities, as required by California 

merit system law. 

 

Serves as a resource person to the Personnel Commission and Assistant Superintendent Human 

Resources in the development of classified rules and amendments to rules, to ensure the efficiency of 

the classified service, as well as the selection and retention of employees on the basis of merit and 

fitness. 

Responsible for the development and administration of the District’s classified recruitment and testing 

procedures, in accordance with State and Federal laws and regulations to assure applicants meet 

established minimum requirements; establish appropriate testing materials; and certify eligible 

candidates to the appointing authority. 

 

Assists with the preparation of the Personnel Commission agendas, meeting minutes, annual 

Personnel Commission report, back-up materials for Personnel Commission meetings and classified 

personnel board agenda information and documentation of personnel actions. 

 

Assists with development of annual budgets and submit to appropriate personnel and for the 

consideration and approval of the Personnel Commission; analyze and review budgetary and 

financial data. 

 

Supervises salary surveys with respect to classification and salary matters, establishing study design, 

collecting data, compiling and analyzing data, and formulating recommendations.  

 

Supervises and evaluates the work of the Personnel Commission human resources staff. 

 

Under the direction of the Assistant Superintendent Human Resources, consults in the classified and 

certificated negotiations process to ensure compliance with all aspects of the State Education Code 

and Merit System Law. 

 

Assists with staff development, professional growth and training programs for classified and 

certificated staff. 

 

Attends Personnel Commission, Board of Trustees, and assigned management and committee 

meetings. 

 

 

OTHER REPRESENTATIVE DUTIES: 

 

Direct the preparation and maintenance of a variety of narrative and statistical reports, records, and 

files related to assigned activities and personnel. 

 

Conducts research and prepares reports, as required or necessary. 
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Provides advice, counsel or assistance to employees and administrators, as requested. 

 

Performs other related duties as required or assigned. 

 

 

ORGANIZATIONAL RELATIONSHIPS: 

 

Supervision:  Under general direction from the Personnel Commission and Assistant 

Superintendent Human Resources. 

 

Provides direction to Commission human resources staff, including all  

   supervision and evaluation of assigned personnel.  

 

Internal Contacts: Regular and continuing contact with all schools and departments, classified 

and certificated employees, administrators, Commission and School Board 

Members. 

 

Regular and continuing collaboration with the Assistant Superintendent  

   of Human Resources. 

 

External Contacts: Continuing contacts with Merit System organizations and colleagues; staff 

members of the Orange County Department of Education and other school 

districts, attorneys, employee organization representatives, and other interest 

groups. 

___________________________________________________________________________________ 

 

QUALIFICATIONS: 

 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability 

required.  Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 

KNOWLEDGE OF: 

 

Principles and practices of personnel administration, including position classification, salary 

administration, recruitment, examination, selection, interviewing techniques, affirmative action and 

equal opportunity laws. 

 

Applicable section of the Education Code and other laws related to classified certificated personnel 

practice and procedures. 
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California merit system laws, organization and procedures, including relevant California codes. 

 

Test development and analysis. 

 

Principles and practices of management, employee training and supervision. 

 

Collective bargaining process and practices. 

 

ABILITY TO: 

 

Plan, organize, direct, and control a comprehensive personnel program ensuring the application of merit 

system principles and practices of school district classified personnel management.  

 

Foster and enhance recognition of the Personnel Commission as an independent and neutral resource to 

classified employees, employee organizations, management, and others, regarding classified school 

employment. 

 

Establish and maintain cooperative and effective working relationships with those contacted in the 

course of assigned duties. 

 

Communicate effectively both orally and in writing, including the preparation and presentation of 

detailed and complex analyses, recommendations and conclusions. 

 

Effectively manage, supervise, motivate, direct and train personnel. 

_________________________________________________________________________________ 

 

EDUCATION/TRAINING/EXPERIENCE: 

 

A college degree in industrial relations, labor relations, human resources administration, public 

administration or a closely-related field. Five years of progressively responsible professional 

experience in personnel management, employer-employee relations, at least three of which must 

have been in a supervisory capacity, preferably in a California Merit System public school 

environment.  A master’s degree in one of the fields listed is desirable.  A master’s degree in one of 

the fields noted above may be substituted for two years of the required experience. 

   
 

LICENSE AND OTHER REQUIREMENTS: 

 

Possession and maintenance of a valid California driver’s license, as well as a dependable mode of 

personal motorized transportation. 
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PHYSICAL DEMANDS: 

 

The employee is regularly required to hear, talk, and sit; use hands to finger, handle, and reach with 

hands and arms.  The employee is sometimes required to stand, walk, climb or balance, stoop, kneel 

or crouch.  The employee must regularly lift and/or move objects weighing up to 10 pounds and to 

occasionally lift and/or move objects weighing up to 50 pounds.  Specific vision abilities required to 

read, analyze, and review documents. 

 

 

WORK ENVIRONMENT: 

 

While performing the duties of this job, the employee regularly works in an office environment, 

where the noise level is usually moderate.  The employee travels to a variety of school and off-site 

facilities for meetings. 

  
 

PREPARED BY:   Human Resources Department  DATE:   3/2015                                

 

APPROVED BY:  Personnel Commission  DATE:   3/5/2015 

 

APPROVED BY: Board of Trustees   DATE:  8/10/2023 

 

REVISED BY: Personnel Commission   DATE:  7/31/2023                               

                      

  


