
 

Durham Public Schools Human Resources 
Job Description Executive Director 

 
JOB TITLE:  Executive Director of Talent Acquisition and Employee Recognition   

REPORTS TO:  Assistant Superintendent of Human Resources 

SALARY:  Based on State and Local Salary Schedules  

STATUS:  Permanent, 12 months, Salaried, Exempt  

SUMMARY:  
Under limited supervision, monitor recruitment procedures, from sourcing to hiring, managing a team of 
district recruitment and identifying high-potential candidates.  
 
RESPONSIBILITIES & DUTIES  
1. Build talent pipelines for current and future job openings 
2. Lead all sourcing strategies 
3. Manage our external partnerships with colleges, job boards and HR software vendors 
4. Implement online and offline employer branding activities 
5. Prepare and review our annual recruitment budget 
6. Oversee pre-hiring stages of candidate experience (including application, interviews and 

communication) 
7. Forecast hiring needs based on business growth plans 
8. Manage, train and evaluate our team of recruiters 
9. Develop and provide professional development to hiring managers on effective recruitment 
10. Participate in and host recruitment events to drive awareness of our company 
11. Develop a network of potential future hires (e.g. past applicants and referred candidates) 
12. Measure key recruitment metrics, like source of hire and time-to-hire 
13. Manage and provide oversight for licensure 
14. Develop a comprehensive employee recognition program 
15. Coordinate employee recognition events 
 
MINIMUM EDUCATION, EXPERIENCE, AND REQUIREMENTS:  
1. Minimum of Master’s degree in related field 
2. Minimum of Master’s degree in Human Resources Management or School Administration preferred 
3. Teacher and/or principal experience preferred 
4. Experience in talent acquisition and recruitment 
5. Demonstrable experience managing full-cycle recruiting and employer branding initiatives 
 
KNOWLEDGE, SKILLS, AND ABILITIES:  
1. Ability and willingness to market and recruit. 
2. Adept at forging positive relationships between staff, the community, and business partners. 
3. Strong interpersonal and communication skills with the ability to foster long-term relationships (with 

internal teams, external partners and candidates). 
4. Knowledge of culturally-responsive practices, social justice, and diversity as fundamental aspects of 

recruitment, engagement, and retention 
5. Strong critical reading and writing skills 
6. Ability to manage and monitor to ensure sound fiscal and budgetary practices. 
7. Ability to perform at a high level, as a team player, in a team environment. 
8. Ability to relate well to diverse groups of people. 
9. Ability to remain calm and professional in an environment with shifting proprieties.Solid 

understanding of sourcing techniques and tools (e.g. social networks) 
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10. Experience with Applicant Tracking Systems (ATSs) and HR databases 
11. Good team-management abilities 
PHYSICAL REQUIREMENTS:   
Must be able to exert a negligible amount of force to move objects; classification consistent with light 
work.    
                

 
 

DISCLAIMER:   
 

The statements of the job description are intended to describe the general nature and level of work 
performed by an employee in this category.  The description does not contain an exhaustive list of all 
responsibilities, duties, skills, and other requirements necessary of employees to perform in this position.  
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