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HERTFORD COUNTY PUBLIC SCHOOLS JOB DESCRIPTIONS  

JOB TITLE:  EXECUTIVE DIRECTOR – HUMAN RESOURCE SERVICES  

GENERAL STATEMENT OF JOB  

Under limited supervision, performs personnel administration in assisting the Superintendent to carry 

out Hertford County Public Schools policies and procedures relating to all human resources programs 

and activities.  Duties involve assisting in developing and/or coordinating programs and policies related 

to the personnel components of recruitment, staffing, operation services, employee relations, and 

employee health services.  Employee interprets personnel policies, addresses employee complaints, 

assists elected officials in personnel matters, and act as a liaison to outside organizations and agencies 

involved in school personnel matters.  

REPORTS TO:     Superintendent 

ESSENTIAL JOB FUNCTIONS 

1.    Provides leadership in planning, developing, coordinating and evaluating the operations of the 

Personnel and Technology Departments. 

2.    Provides advice, support and assistance by interpreting policies and procedures and by counseling 

directors, officers, employees and other government agencies on employment, record keeping, retirement, 

grievances, other personnel matters and procedures. 

 3.    Establishes goals and objectives for the Department; attends meetings as required representing the 

Department in personnel matters. 

4.     Prepares various reports and manages special projects; serves as liaison with outside agencies on 

special work programs; and advises and directs personnel staff on a variety of non-routine matters. 

5.    Investigates, analyzes and makes decisions regarding personnel problems and/or issues. 

6.    Administers Equal Employment Opportunity/Affirmative Action programs;  

7.    Administers the school system’s compensation and performance evaluation programs, including job 

descriptions, specific duties for supervisors and staff members, salary surveys and position re-

classifications. 



8.    Offers contracts to include appropriate classifications and salaries to employees based on 

Superintendent’s and/or Board’s recommendation. 

9.    Determines the HR training needs throughout the school system, develops and plans training 

programs to meet the identified needs and coordinates the implementation of training programs. 

10.     Serves as an internal consultant to the Superintendent, Assistant Superintendents, directors and 

managers on organizational development, including philosophy and goals, service standards, job 

performance and productivity standards and special program development and implementation. 

11.     Facilitates the development of systems, policies and procedures to streamline operational 

functions and enhance the effectiveness of managers and supervisors by assisting in the design of 

programs that are consistent with district goals and objectives. 

 12.    Supervises direct report subordinates, including hiring and firing, evaluating, assigning special 

duties, monitoring attendance and travel reports, and granting leave.  

13. Conducts recruitment activities and markets the school district as a perspective employer in 

compliance with the school system’s mission and goals. 

14. Establishes guidelines for allotments of certified and classified positions 

15. Advertises vacancies for the most qualified applicants. 

 16. Reviews and screens applications for all positions to include instructional, administrative and 

support staff positions.  

17. Maintains records on pre-employment screenings, applicant interviewing, administration and 

scoring of examinations, determination of applicant qualifications, background investigations and 

reference checks. 

18. Conducts exit interviews. 

19. Provides to the Board of Education all required personnel related information. 

20.    Develops personnel related components of the budget. 

21. Forecasts instructional and classified staff needs.  (seek input from Principals and Cabinet 

Members) 

 22.     Arranges and supervises new employee orientation and induction programs. 

23. Provides personnel data and information to the Superintendent for the overall effective 

administration of the system. 



24.     Maintains all personnel files to include those open/not open to inspection, confidential 

information, health/medical records, licensure and employment. 

25.     Performs any other duties as assigned by the Superintendent. 

  

  

 


