Disclaimer 

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.

JOB TITLE: Personnel Director

DEPARTMENT: Personnel, City of Rome

JOB SUMMARY: This position is responsible for the overall administration and implementation of all city personnel policies.

MAJOR DUTIES:

* Develops, maintains and enforces personnel policies and procedures for the city work force.

* Establishes goals and objectives and administers the city's benefits program.

* Determines training needs, selects appropriate training program and oversees administration of training division.

* Supervises, trains, directs, counsels, evaluates, and disciplines subordinates.

* Prepares annual budget for Personnel Department.

* Oversees the administration of the liability insurance program.

* Serves as chief of staff to General Administration Committee and serves on other job-related committees.

* Performs other related duties as assigned.

KNOWLEDGE REQUIRED BY THE POSITION:

* Knowledge of the theories, principles and practices of public personnel administration.

* Knowledge of relevant federal and state laws and local ordinances.

* Knowledge of division, department, and city policies and procedures.

* Knowledge of employee benefits.

* Knowledge of accepted training techniques.

* Skills in oral and written communication.

SUPERVISORY CONTROL: The City Manager assigns work in terms of overall goals and objectives. The employee acts independently in establishing priorities and setting deadlines for the department. Work is reviewed only in terms of overall results.

 GUIDELINES: Guidelines include relevant state and federal statutes, city ordinances and personnel policies, retirement documents and insurance contracts. While some guidelines are clear and specific, many require interpretation by the employee in application to the specific situations.

COMPLEXITY: The work of this position consists of a variety of administrative and supervisory tasks in the area of personnel. The incumbent is required to make numerous decisions by evaluating various alternatives.

SCOPE AND EFFECT: The work of this position has impact on all city employees, applicants for jobs and other departments within the city. Errors could result in a loss of benefits to employees, failure to secure qualified staff for departments, and possible legal claims against the city.

PERSONAL CONTACTS: Contacts are typically with co-workers, city employees, providers of benefits, credit union representatives, consultants, job applicants, human resource professionals, and the general public.

PURPOSE OF CONTACTS: Contacts are typically for giving, receiving or exchanging information, resolving problems, motivating person, settling matters, and providing services.

PHYSICAL DEMANDS: Work is typically performed sitting at a desk.

WORK ENVIRONMENT: Work is performed in an office.

SUPERVISORY AND MANAGEMENT RESPONSIBILITY: Direct supervision over Training/Loss Control Specialist (1).

MINIMUM QUALIFICATIONS:

* Knowledge and level of competency commonly associated with the completion of a baccalaureate degree in a course of study related to the occupational field.

Experience sufficient to thoroughly understand the diverse objectives and functions of the subunits in the division/ department in order to direct and coordinate work within the division/department, usually interpreted to require 3 to 5 years or related experience.   
