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The mission of ECRCHS is to prepare our diverse student body for the next phase of their educational, professional, and personal 
journey through a rigorous, customized academic program that inspires the development of students’ unique talents and skills, builds 

character, and provides opportunities for civic engagement and real-world experiences. 

JOB DESCRIPTION 
Job Title: Director of Human Resources  
Department: Human Resources  
Reports To: Executive Director or Designee 
Salary Scale: Classified Management Starting Salary $101,960.51-$126,817.47 
FLSA: Non-Exempt 
Work Calendar:  260 Days  

 
Job Duties, Responsibilities, Qualifications, and Requirements 

Job Summary The Director of Human Resources is responsible for leading and overseeing all Human Resources 
policies, processes, and programs for the Charter School, and is responsible for managing the 
Human Resources team in order to ensure the overall effec�veness of the department. The 
Director of Human Resources advises management and employees of Human Resources-related 
maters and in adherence with best prac�ces will manage the Charter School’s benefit programs, 
recrui�ng, employee on- boarding and exits, and will ensure compliance with regulatory 
guidelines. 

Essential Duties and 
Responsibilities 

• Par�cipate in the development and implementa�on of goals, objec�ves, policies, and 
procedures related to the Human Resources department. 

• Plan, coordinate and direct all personnel procedures related to employment applica�ons and 
hiring, promo�ons, resigna�on, leaves of absence, compensa�on, employee benefits, and 
placement/advancement as warranted. 

• Keep up to date and informed of all laws, rules and regula�ons related to the School’s 
Human Resources needs, including wage and hour laws, leaves of absence laws (including, 
but not limited to, sick leave, FMLA, CFRA, and Pregnancy Disability Leave), and 
accommoda�on requirements/requests. 

• Coordinate and oversee, with the responsible administrator, all inves�ga�ons and 
reports/documenta�on related to claims of employee misconduct. 

• Assist in developing and implemen�ng accoun�ng and HR procedures by analyzing 
current procedures; recommend changes as warranted. 

• Assist in developing and implemen�ng the School’s Employee Handbook. 
• Become familiar with and proficient in the implementa�on of the Collec�ve Bargaining 

Agreements for the School’s labor unions, par�cularly as they relate to employee discipline 
procedures. 

• Supervise and evaluate all clerical staff. 
• Work in the School’s ERP to support smooth workflow and process. 
• Maintain employee files and HR electronic filing system in ERP and the School’s payroll system. 
• Lead and assist with compliance with mandatory training requirements. 
• Lead and assist with compliance with California regula�ons regarding teaching 

credentials. 
• Lead and assist in on-boarding process by administering new-hire paper work including 
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background checks and e-sign documents; confirm rate-in for cer�ficated staff. 
• Lead and assist in off-boarding process by preparing all necessary documentation and 

conducting the exit interview. 
• Lead and assist in employee orientation, trainings and recordkeeping. 
• Lead and assist in investigating claims, grievances, and disciplinary actions; maintain 

confidential files and records related thereto. 
• Oversee benefits administration, recordkeeping and reconciliation of benefits. 
• Calculate salary changes; receive and evaluate transcripts for salary placement; update 

salary records according to advancement requirements. 
• Perform other related duties as assigned. 

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. 
Education and 
Experience:  
 

• Bachelor’s degree in HR-related field required. Master’s Degree in human resource 
management or business administration or related field highly preferred. Will consider 
SHRM certification in lieu of Master’s Degree. 

• Five+ years’ experience in Human Resources in a managerial/supervisory role 
• Knowledge of Human Resources rules, processes, and best practices 
• Knowledge of rules and regula�ons related to employee benefits 
• Knowledge of rules and regula�ons related to employee leaves of absences, including 

workers compensa�on laws 
• Good interpersonal skills and ability to communicate effec�vely highly preferred 
• Good wri�ng skills highly preferred 

Knowledge & Abilities 
– Minimum 
Requirements 

• Knowledge of best prac�ces for an HR department required. Prior experience planning and 
crea�ng policies and procedures for an HR department preferred. 

• Knowledge of leave laws (including, but not limited to, FMLA, CFRA, and Pregnancy Disability 
Leave, as well as recent law related to COVID-related leave) required. 

• Knowledge of meal and rest break laws for non-exempt employees required. 
• Ability to interpret, enforce, and train others in the rules and procedures as set forth in an 

Employee Handbook and/or Collec�ve Bargaining Agreements required. 
• Knowledge of relevant law and best prac�ces in human resources, including conduc�ng 

conferences and disciplinary procedures as required. 
• Excellent wri�ng skills required. 
• Excellent oral communica�on skills required. 
• Ability to plan, organize, priori�ze, and manage �me for self and others. 
• Ability to work effec�vely with all racial, ethnic, linguis�c, disability, and 

socioeconomic groups. 
• Ability to communicate effec�vely with students, supervisors, co-workers, parents, 

community representa�ves, and other stakeholders, both individually and as a group.  
• Ability to cope with crisis situa�ons and priori�ze tasks as needed. 

Work Environment The work environment characteristics described herein are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. The noise level in the work environment is usually moderate. 
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Physical Demands The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

Right to Revise This job description is not meant to be all-inclusive, and additional duties and responsibilities may 
be assigned without prior written notice.  The school reserves the right to revise this job description 
as necessary, without advance notice.   
 
The statements made herein are intended to describe the general nature and level of work being 
performed by employees and are not to be construed as an exhaustive list of responsibilities, duties 
and skills required of personnel so classified.  Furthermore, nothing herein shall be construed as a 
contract for employment. 

 

 


