Director of Talent Acquisition - Human Resources
Job ID: 1022272

Location: 010 - Colborne Admin Offices

Full/Part Time

Regular/Temporary: Regular

General Information

Position Summary

The Director of Talent Acquisition provides strategic leadership and operational oversight
for all recruitment, selection, and hiring activities for Saint Paul Public Schools (SPPS). This
role is responsible for developing and executing a comprehensive, data-informed talent
acquisition strategy that ensures the timely hiring of a diverse, highly qualified workforce
while maintaining compliance with collective bargaining agreements, civil service
requirements, district policies, and applicable employment laws.

The Director partners closely with labor leaders, school administrators, and district
leadership to balance operational staffing needs with contractual obligations related to
seniority, transfers, posting timelines, and recall rights. This role ensures recruitment
systems and practices are transparent, equitable, legally defensible, and responsive to the
evolving needs of schools and departments across the district.

Reporting Relationship
Reports to the Executive Chief of Human Resources.

Responsibilities

The essential functions include, but are not limited to, the following fundamental duties:

Strategic Leadership & Workforce Planning

¢ Develop, implement, and continuously refine a district-wide talent acquisition
strategy aligned with instructional priorities, enrollment trends, labor agreements,
and long-term workforce needs.



e Serve as a strategic advisor to executive leadership on labor market conditions,
staffing risks, vacancy trends, and workforce shortages in critical instructional and
operational areas.

o Partner with the Executive Chief of Human Resources and district leaders to support
workforce planning and succession strategies.

e Lead workforce planning efforts that anticipate retirements, internal movement,
recall lists, and hard-to-fill positions within a unionized environment.

e Leverage recruitment data, labor analytics, and historical hiring trends to inform
staffing projections and continuous improvement.

Recruitment & Selection Operations

e Oversee full-cycle recruitment for all bargaining-unit and non-bargaining-unit
positions, including licensed educators, school leaders, paraprofessionals,
operations staff, central office professionals, and executive leadership.

Ensure all recruitment, posting, screening, interviewing, selection, and placement
activities comply with collective bargaining agreements, civil service rules, and
district policies.

Lead strategies to build strong, diverse, and mission-aligned candidate pipelines.

Partner with the Talent Acquisition Manager (TAM) to manage contractual processes
related to transfers, displacement, layoffs, recalls, seniority lists, and posting
timelines.

Establish standardized, auditable recruitment procedures that promote
consistency, equity, and legal defensibility.

¢ Monitor and improve recruitment metrics, including time-to-fill, vacancy rates,
compliance timelines, candidate experience, and diversity outcomes.

Labor Collaboration & Stakeholder Engagement

e Serve as a key partner to Labor Relations staff and union leadership on recruitment-
related processes and impacts.

e Collaborate with HR leaders to ensure alignment and continuous improvement
across HR operations.

e Consult with principals, hiring managers, department leaders, and HR Business
Partners to clarify staffing needs within contractual frameworks.



Provide training and guidance on contract-aligned hiring practices, equitable
interviewing, and selection standards.

Support labor-management transparency through clearly documented,
communicated, and consistently applied recruitment practices.

Onboarding & Offboarding

Lead the development and implementation of district-wide onboarding and
offboarding processes in partnership with the Talent Acquisition Manager,
embedding the districts s mission, vision, values, and a sense of belonging.

Support ongoing review and improvement of new hire processes to ensure a positive
employee experience and timely completion of all required documentation.

Partner with school and department leaders to establish consistent onboarding and
offboarding frameworks.

In collaboration with the Retention Specialist, analyze exit and stay interview data
and develop strategies to address systemic trends.

Inclusive Hiring

Design and implement inclusive recruitment strategies that expand access to
employment opportunities for candidates from historically underrepresented
communities.

Advance district equity goals while ensuring equitable and consistent application of
contract provisions.

Build partnerships with community organizations, educator preparation programs,
workforce development agencies, and institutions of higher education.

Promote diverse interview panels and provide guidance on bias-mitigation practices
consistent with legal and contractual requirements.

Staffing & Placement

Collaborate with the TAM to develop annual staffing timelines aligned with the
budget process, including updates to the Staffing Budget Manual.

Ensure standard operating procedures for licensed and non-licensed staff
placement are current, compliant, and consistently implemented.

Ensure displaced employees are referred to hiring managers in accordance with
collective bargaining agreements.



e Partner with the TAM to oversee timely and compliant layoff and recall processes.

e Lead development of systems to track, analyze, and report district-wide vacancies,
providing regular updates to executive leadership and the Board.

e Collaborate with the Lead HR Coordinator to continuously improve summer school
hiring processes.

Employer Branding & Outreach

o Lead employer branding initiatives that position SPPS as an employer of choice
while accurately reflecting contract provisions, working conditions, and career
pathways.

e Partner with Communications and Marketing to develop targeted recruitment
campaigns highlighting mission impact, professional growth, and community
engagement.

o Oversee participation in job fairs, community events, college recruiting, and
targeted outreach efforts.

Team Leadership, Development and Labor Collaboration
e Build, mentor, and develop a high-performing Talent Acquisition team.

o Establish clear roles, expectations, and accountability aligned with district goals,
contractual requirements and district policies and procedures.

e Lead development, implementation and ongoing review of Talent Acquisition
standard operating procedures and ongoing process improvements efforts.

¢ Assess training needs and implement professional development focused on
contract compliance, equity-centered hiring and other HR processes, customer
service, and operational efficiency.

« Foster a collaborative, inclusive, and service-oriented team culture.

e Provide supervision and direction to the staffing and recruitment teams and the
personnel file management function.

o Foster a culture of service excellence, accountability, equity, confidentiality, data
accuracy, and continuous improvement.

¢ Develop and deliver training for HR staff, school leaders, and system users on the
hiring process and practices, contract language, employment laws and SOPs.



Collaborate closely with labor relations staff and union leadership to ensure
transparent, accurate, and contractually compliant administration of contract
language.

Process Improvement and Operational Excellence

Conduct regular audits of the "Apply-to-Hire" pipeline to identify bottlenecks;
redesign workflows to reduce time-to-fill while ensuring 100% compliance with
seniority and CBA (Collective Bargaining Agreement) requirements.

Establish and monitor Key Performance Indicators (KPIs) such as offer acceptance
rates, sourcing channel effectiveness, and diversity pipeline velocity to drive
evidence-based adjustments to recruitment tactics.

Lead the optimization of the Applicant Tracking System (ATS) and other HR
technologies to automate manual tasks, improve data integrity, and create a
seamless, mobile-friendly experience for candidates.

Design and implement systematic feedback mechanisms (e.g., hiring manager
satisfaction surveys and candidate experience pulses) to identify service gaps and
implement corrective action plans.

Develop and maintain a comprehensive Library of Standard Operating Procedures
(SOPs) for all hiring activities¢ ranging from emergency licensed placements to civil
service interviewsgensuring consistency across all school sites.

Drive operational excellence by identifying and removing administrative barriers in
the hiring process; streamline workflows to ensure that classrooms are staffed with
high-quality educators with minimal delay.

Regularly review selection tools, screening rubrics, and interview protocols to
identify and mitigate systemic bias, ensuring the hiring process remains a driver for
the district¢s equity goals.

Systems, Compliance & Documentation

Oversee applicant tracking systems (ATS) and recruitment technologies to ensure
data integrity, reporting accuracy, and audit readiness.

Ensure recruitment records meet EEO/AA, collective bargaining, and public records
requirements.

Develop, update, and enforce recruitment-related policies and guidelines.



Partner with Legal, Labor Relations, and HRIS teams on grievances, audits, and
process improvements.

Budget & Vendor Management

Develop the recruitment budget inclusive of supplies, recruitment events,
advertising and marketing.

Identify, negotiate and oversee vendor contracts in coordination with procurement.

Evaluate return on investment for recruitment strategies and vendor partnerships.

Miscellaneous

Enthusiastically promote and support the district and division goals and priorities.

Stay current with talent acquisition and other HR related trends, best practices, and
technology.

Provide labor relations with recommended contract language changes for
negotiations.

Maintain confidentiality of work-related issues and records.

May work outside standard business hours during peak times recruitment and hiring
times.

Promote and model inclusive leadership to advance the district¢ s equity and
inclusion goals.

Contribute to fostering a safe, welcoming and respectful work environment.

Perform other duties as assigned by the Executive Chief of Human Resources.

Knowledge, Skills, and Abilities

Comprehensive knowledge of talent acquisition, workforce planning, and
succession modeling within large, complex, unionized organizations.

Thorough knowledge of federal, state, and local employment laws (EEO/AA, ADA,
FLSA, FMLA, Title VII, Title IX, FERPA, and Minnesota tenure statutes).

Deep understanding of collective bargaining agreements, seniority-based
placements, recall rights, and civil service hiring frameworks.

Expertise in designing inclusive recruitment strategies, bias-mitigation protocols,
and employer branding that reflects the district¢,s diversity goals.



e Skillin applying continuous improvement methodologies (e.g., process mapping,
workflow analysis) to identify and remove administrative bottlenecks in the "Apply-
to-Hire" lifecycle.

e Strong ability to establish and monitor key performance indicators (KPls) such as
vacancy velocity, sourcing effectiveness, and diversity pipeline health¢to drive
evidence-based decisions.

e Advanced proficiency with applicant tracking systems (ATS), HRIS platforms, and
recruitment technologies, with the ability to leverage automation to enhance data
integrity and candidate experience.

¢ Proven ability to lead large-scale initiatives, from technology implementations to the
development of a comprehensive Library of standard operating procedures (SOPs).

¢ Demonstrated ability to lead organizational change, modernize legacy processes,
and foster a culture of service-oriented continuous improvement.

e Ability to balance urgent operational staffing needs with rigid contractual and legal
requirements through collaboration with labor leaders and district executives.

¢ Exceptional written and verbal skills, with the ability to translate complex contract
language, data trends, and HR policies into clear, actionable guidance for diverse
audiences.

e Strong leadership, coaching and mentorship skills to build and develop a high-
performing, accountable Talent Acquisition team.

¢ Knowledge of how to craft an Employee Value Proposition (EVP) that resonates with
diverse candidate pools in a competitive educational labor market.

¢ Exceptional written, verbal, and cross-functional communication skills, including
the ability to effectively explain policies, procedures, contract language and talent
acquisition strategies to diverse audiences.

e Strong analytical, project management, and strategic planning abilities.
e Ability to balance operational needs with contractual and legal requirements.

o Ability to lead change and build effective relationships across diverse stakeholder
groups.

Minimum Qualifications



e Bachelor's degree and at least six (6) years of progressively responsible experience
in talent acquisition or human resources.

o Atleastthree (3) years of experience leading or supervising recruitment or HR team.

¢ Atleasttwo years of experience managing full-cycle recruitment in a large, complex
organization.

e Professional certification such as SHRM-SCP, SPHR, PHR, or equivalent.

Preferred Qualifications

¢ Master;s degree in Human Resources, Education Leadership, Public
Administration, Organizational Development, or a related field.

o Seven (7) years of progressively responsible experience in talent acquisition,
recruitment, or human resources.

o Two years of experience leading process improvement initiatives, such as ATS
implementation, workflow redesign, or the development of standardized hiring
protocols.

¢ Experience leading employer branding, recruitment marketing, and outreach
initiatives.

e Experiencein anurban K¢ 12 school district or comparable public-sector
organization.

o Experience working directly with labor relations staff and union leadership on
recruitment, staffing, or workforce planning issues.

¢ Experience developing and implementing district-wide talent acquisition or
workforce planning strategies.

e« Experience recruiting for high-need or hard-to-fill instructional, operational, or
leadership roles.

o Experience managing vendor contracts, and recruitment technologies.
Physical and Mental Requirements

The physical and mental demands described herein are representative of those that must
be met by an employee to successfully perform the essential functions of the job.



Reasonable accommodations may be made to enable individuals with disabilities to
perform the essential functions.

Physical Requirements

e Ability to perform work primarily in an office environment, including prolonged
periods of sitting, standing, and walking.

e Ability to operate standard office equipment, including computers, keyboards,
monitors, telephones, and multi-function devices.

e Ability to communicate effectively in person, by telephone, and in virtual meeting
environments.

e Ability to read, analyze, and interpret documents, data reports, policies, contracts,
and regulations.

¢ Ability to attend meetings, recruitment events, job fairs, and site visits, including
travel to schools, district offices, and community locations.

e Ability to occasionally lift, carry, push, or pull materials and equipment weighing up
to approximately 25 pounds (e.g., recruitment materials, files, or presentation
equipment).

e Ability to work extended hours as needed during peak recruitment periods, including
occasional evenings and weekends.

Mental Requirements

e Ability to exercise sound judgment, discretion, and confidentiality in handling
sensitive personnel, labor relations, and candidate information.

e Ability to analyze complex information, including labor agreements, employment
laws, recruitment data, and workforce trends, and make informed
recommendations.

o Ability to manage multiple, competing priorities in a fast-paced, high-volume
environment with frequent interruptions.

e Ability to plan, organize, and lead long-term strategic initiatives while also
addressing urgent operational staffing needs.

e Ability to communicate complex policies, contractual provisions, and procedural
requirements clearly and effectively to diverse stakeholders.



e Ability to manage conflict, navigate politically sensitive situations, and collaborate
with union representatives, administrators, and executive leadership.

¢ Ability to lead teams through change, problem-solve effectively, and maintain
composure under pressure.

e Ability to work independently and collaboratively, demonstrating initiative,
accountability, and adaptability.

WORKING CONDITIONS

Work is primarily performed in an office or administrative setting with regular use of
technology and virtual collaboration tools. Position requires regular interaction with district
leadership, school administrators, union representatives, staff, candidates, and
community partners.

Periodic travel within the district to schools, central offices, recruitment events, and
community sites is required. Evening and weekend work may be necessary during peak
hiring seasons, recruitment events, or time-sensitive staffing needs.

Work involves exposure to a high-volume workload, deadlines, high volume customer
interaction, and competing priorities typical of a large public-sector organization. The
position operates in a regulated, unionized environment requiring adherence to collective
bargaining agreements, district policies, and public accountability standards.

Pay, Benefits, & Work Schedule
This is a 12-month position working 40 hours per week.
Pay range for this position is: $123,974 to $135,000

Benefit information for this position can be found at this link
(https://www.spps.org/about/departments/human-resources/benefits/benefit-summaries-
by-bargaining-unit) and by selecting the "Unrepresented ; Full Time" link.

How to Apply

To be considered further, please apply for this position and attach a resume and cover
letter to your online application.

The Human Resource Department will review your application materials and contact you
regarding the next steps.

To attach additional documents to your online application, click on the "Additional
Attachments" link from the applicant homepage and upload your documents as


https://www.spps.org/about/departments/human-resources/benefits/benefit-summaries-by-bargaining-unit
https://www.spps.org/about/departments/human-resources/benefits/benefit-summaries-by-bargaining-unit
https://www.spps.org/about/departments/human-resources/benefits/benefit-summaries-by-bargaining-unit

attachments. Valid file extensions for attaching a document include .doc, .txt, .rtf, and
.pdf.

This position will be posted until filled.

Essential Functions

Essential functions are job duties that the individual holding the position must be able to
perform unaided or with the assistance of a reasonable accommodation through the
Americans with Disability Act (ADA) and the Americans with Disability Amendments Act
(ADAAA). The essential functions are typical duties as outlined under Responsibilities.

Regular and reliable attendance.
May be exposed to various cleaning products.
Equal Employment Opportunity

Saint Paul Public Schools is an equal opportunity employer and supports an inclusive
workplace environment.

Equity Statement

SPPS is committed to an equitable workforce where all employees represent this
commitment through equitable practices in their job position.

Other Information

Transcript - Unofficial transcripts are accepted at the time of hire. You must submit official
transcripts within 30 days of your start date. Formal credential evaluation is required for
post-secondary education completed outside of the United States.

Veteran's Preference - If you are an eligible veteran applying for a job where veteran's
preference applies and wish to claim Veterans Preference you must submit a legible copy
of your DD214 to the Human Resource Department with your employment application. If
your claim is approved, five or ten additional points will be added to your final passing
score.

Criminal Background Investigation and Reference Checks - Reference checks and a
criminal background investigation will be completed as a condition of hire for all new
employees and for former employees who have not been employed by the District for more
than six months.



