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Job Title: HR Coordinator Exemption Status: Exempt
Reports to:  Asst. Supt. of Admin. Services Pay Grade: 04

Works with:  District Personnel Days: 226

Dept./School: Human Resources Dept. Date Revised: 04/29/2020

Primary Purpose:

The role of the Human Resource Coordinator is to assist with the district’s compensation function by providing
administrative support to the district’s compensation program. The HR Coordinator assists in conducting market research
and surveys other education employers in order to effectively plan, develop and implement new and revised compensation
programs that are responsive to the district’s goals and competitive practices; assures through salary reviews, audits, reports,
and personnel contact that the district’s compensation programs are consistently administered in compliance with the
district’s policies; and maintains awareness of local, state, and federal employment laws, regulations and guidelines. Assists
in the administration of the performance appraisal; maintains appropriate personnel records and assists in administering

local board policies and procedures relative to the SBCISD’s Affirmative Action Plan.

Prerequisites:

>

Bachelor’s Degree; and

» Three year’s experience in Texas Public Schools in the field of human resources, public school
administration, payroll, or state and federal grants.

Preferred:

» Degree in Business, Human Resources, or related field.

Major Responsibilities and Duties:
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Assists in ensures that the Human Resources and Payroll operations are supportive of the instructional
goals and objectives of the district.

Ensures that personnel operations contribute to the attainment of district goals and objectives.

Accepts and performs additional department related assignments in a positive and efficient manner.
Assists in coordinating and supervising the functions of the Human Resources department to assure that
compensation for all employees is in accordance with district policies.

Manages special projects for the Human Resources Department.

Assists in monitoring and recommending new or revised personnel policies and/or procedures.
Counsels employees on compensation concerns.

Assists in implementing salary increases as approved by the Board.

Maintains an awareness of local, state, and federal policies, regulations and guidelines to ensure that
Human Resources is in compliance, following proper procedures and dispensing information relative to
those areas as required.

Assists with the preparation of proposed budget workshops and compilation of data.

Prepares various types of Human Resources and Compensation reports.

Manages personnel records in compliance with the Records Retention Schedule.

Attends board meetings and participates effectively as needed.

Works cooperatively with principals and staff to define personnel needs regarding instructional
management.
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Enforces the District budget through the position control function of the Human Resources.

Supervises the preparation and revision of job descriptions for all staff.

Manages the Local and State Appraisal Systems for Teachers, Special Assignment Personnel and
Directors.

Approves and/or monitors personnel requisitions for vacancies, change of assignments, budget account
numbers and applications for candidate classifications.

Utilizes the applicant tracking system to screen for employment.

Advises non-certified applicants on appropriate route to certification.

Monitors the programs of teachers in local Alternative Certification Programs.

Verifies mentor assignment to Alternative Certification Interns.

Assists in clearing recommended candidates and verifies application resumes for submission to the Board
of Trustees for employment.

Ensures that required credentials are on file for new employees.

Manages immigration process and procedures for district’s personnel.

Verifies that employees are certified for assignments.

Monitors professional personnel on permits for compliance with state requirements for certification;
emergency teaching permits; and temporary certifications.

Authorizes new hires to report to work.

Communicates with TEA and SBEC personnel on certification and/or disciplinary issues.

Assists in conducting orientation and training programs for new hires.

Provides technical assistance on personnel management issues such as teaching assignment, employee
discipline; ADA, evaluations, termination, sexual harassment, staffing, grievances, and the interviewing
process.

Advises principals and administrators on SBCISD policies, administrative guidelines, and state and federal
employment laws.

Assists in investigations of alleged violation of federal, state, or local laws, policies, rules or regulations.
Counsels teachers on personnel issues.

Maintains confidentiality of information in personnel records in accordance with State and Local District
policies.

This document describes the general purpose and responsibilities assigned to this job and is not an exhaustive list of all
responsibilities and duties that may be assigned or skills that may be required.

Employee Signature: Date

Administrator Signature: M W; 5( Q Date JUN 03 2020




