Hanford Elementary School District
Human Resources department
July 30, 2026

NOTICE OF VACANCY:
Certificated Personnel Manager
$118,076 - $138,132 (12-month position)

Assignment: Hanford Elementary School District - Human Resources Office

Responsibilities: Under the general supervision of the Assistant Superintendent of Human Resources, the
Certificated Personnel Manager plans, coordinates and supervises the District’s personnel management functions
related to cerfificated recruitment, employment, assignment, credentialing, evaluation, leaves, benefit
coordination, and separation from service. The Manager oversees the compilation of personnel data, preparation
of reports and records, and maintenance of personnel information systems. The Manager directly supervises
assigned Human Resources support staff; and exercises functional supervision over other district staff involved in
personnel data collection, monitoring, and implementation of personnel policies, regulations, and collective-
bargaining provisions. The Manager collaborates closely with the Classified Personnel Manager and helps with
classified personnel matters when needed.

Requirements: Ability to plan, coordinate, and maintain comprehensive personnel management systems; perform
certificated personnel functions; develop and maintain accurate personnel records and information; interpret and
apply applicable laws, regulations, policies, and collective bargaining agreements; prepare accurate reports,
rosters, charts, and staffing documents from multiple data sources; analyze information and develop sound
recommendations; communicate effectively and professionally both orally and in wrifing; train, supervise, and
evaluate staff; and promote productivity, collaboration, customer service, and positive employee morale while
maintaining confidentiality and fostering effective working relationships.

Any combination of education and/or experience necessary to demonstrate the ability to successfully perform
the duties and responsibilities of the position. A typical way to obtain knowledge, skills, and abilities would be:

Education: Equivalent to a Bachelor's Degree in personnel management, business administration, or related field
or

Experience: Three (3) years of successful experience in human resources or personnel management, preferably in
a public school district. Experience with both certificated and classified personnel functions is highly desirable.

Working Conditions:

Environment: Office environment.

Physical Abilities: Hearing and speaking to exchange information and to make presentations; sitting for extended
periods; and vision sufficient to read complex documents, regulations, and computer screens.

Hazards: Possible exposure to contact with dissatisfied or abusive individuals.

Interested applicants must submit, by the filing date, a Management Job Application on edjoin.org, Current
Resume, answers to Supplemental Questions, and three (3) Current Letters of Recommendation.

For more information, contact:
Hanford Elementary School District, Human Resources Department
714 North White Street, Hanford, CA 93230
Contact: Evelyn Galvan at (559) 585-3609

FINAL FILING DATE: Friday, August 28, 2026, 12 noon

The Hanford Elementary School District does not discriminate on the basis of the person’s actual or perceived race, religion, color, national
origin, ancestry, age, marital status, pregnancy, physical or mental disability, medical condition, genetic information, veteran status, gender,
gender identity, gender expression, sex, or sexual orientation at any district site and/or activity. No person shall be denied employment solely
because of any impairment which is unrelated to the ability to perform the essential functions of the position for which application has been
made.


https://www.edjoin.org/

