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EISNER PEDIATRIC & FAMILY MEDICAL CENTER 

 
POSITION DESCRIPTION 

 

TITLE: Interim Director, Human 
Resources 

DEPARTMENT Executive 

REPORTS TO: Chief Operating Officer JOB CODE 00000 

STATUS: Exempt DATE 2/1/09 

 

 
SUMMARY 

 
Responsible for: 
 

 Managing and directing the Human Resources functions including employment, compensation, 
benefits, training, employee relations, legal compliance and services in support of Center 
objectives to establish it as an employer of choice in the nonprofit and medical community. 

 

 Participating as a member of the senior management team to formulate and implement 
policies and plans to meet the Agency’s short- and long-term objectives.  

 

 
ESSENTIAL DUTIES 

 
1. Establishes the strategic direction for Human Resources; develops and implements 

human resource policies and procedures that support goals, ensuring compliance with 
federal and State labor and related laws. 

 
2. Directs and manages recruitment, selection and other employment activities for all 

positions; recruits and interviews management staff; works with directors to forecast 
personnel needs and budgets; provides advice and guidance to supervisory staff in making 
employment-related decisions.    

 
3. Develops, implements and administers the Center’s compensation and benefits programs 

including development of budgets, negotiation of benefits costs, and effective management 
of budgets; monitors the marketplace for changes in compensation and benefits practices 
and recommends change to ensure the Agency maintains a competitive stance.   

 
4. Ensures compliance and reporting obligations are met. 

 
5. Ensures that the organization’s Equal Opportunity Employment practices comply with laws; 

ensures all supervisory staff are trained to support these policies. 
 

6. Works with managers to determine staff development and training needs; supervises 
development and implementation of appropriate training programs including a 
comprehensive employee orientation program; monitors results of training to ensure these 
are meeting organizational goals.   

 
7. Collaborates with other managers to build employee engagement, and emotional and 

intellectual involvement of employees in their work. 
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8. Develops and recommends implementation of all human resources policies; publishes 
policies and provides associated training as needed.   

 
9. Oversees and participates in the employee relations functions: 

 
o Counsels employees on employment-related issues and facilitates their 

resolution. 
 

o Counsels supervisory staff in performance management and resolving employee 
problems  

 
o Monitors employee counseling and disciplinary procedures; monitors and approves 

involuntary terminations. 
 

o  Advises management on major employee problems and liability, if any. 
 

10. Establishes and maintains personnel files and records including HRIS, ensuring 
confidentiality of same; provides senior management with routine and special reports; and 
ensures preparation and submission of employee information to government agencies as 
required by law.   

 
11. Participates in the development of the department and general human resources budgets; 

reviews and controls expenditures to comply with budget. 
 

12. Develops and maintains working knowledge of labor and related laws, industry trends, and 
effective human resources practices through participation in seminars and classes, 
membership in professional organizations, reading and contacts in the industry; consults 
with legal counsel as necessary.   

 
13. Visits all of the Center’s facilities and programs on a periodic basis to identify training 

needs, monitor morale, and the general health of human resources; manages and 
implements employee services such as the employee newsletter, and employee 
recreational and morale enhancing social events. 

 
14. Performs managerial duties including interviewing applicants for employment; assigning 

and reviewing progress of assignments; conducting performance appraisals and 
recommending salary increases; and developing higher levels of expertise in staff members 
by encouraging further education, participation in seminars and providing learning 
opportunities within the department. 

 
15. Participates as a member of the management team to strengthen organizational capacity: 

promotes the Center's goals and philosophies to staff; participates in management 
committees; and actively cooperates with others in support of the Center’s goals.   

 

 
SECONDARY DUTIES 

 
Performs related duties as required, including assuming full or partial responsibility for major 
projects and initiatives designed to support the Center’s mission.  
 

 
SUPERVISORY RESPONSIBILITY 

 

The incumbent in this position manages a small staff of two to three employees. 
 
This is an exempt position. 

  
 



Interim DIRECTOR, HUMAN RESOURCES 
1/8/16 
  3 

ENVIRONMENT 

 

The environment for this position is community clinic that is clean and comfortable.  It may include 

some minor annoyances such as noise, odors, drafts, etc.  The incumbent is in a non-confined 

office-type setting in which he or she is free to move about at will.  In addition, the incumbent may 

be required to travel via personal vehicle or public transportation throughout the community.   

  
 

PHYSICAL ACTIVITY 

 

In the course of performing this work, the incumbent: 
 

 Will spend substantial time standing, sitting, speaking and listening   
 

 Must occasionally lift  or move up to 20 pounds  
 

 Is expected to travel via personal vehicle throughout the community on an occasional 
basis   

 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions of the job. 

  
 

EQUIPMENT & SOFTWARE OPERATION 

 
The incumbent in this position may operate any/all of the following equipment: 

 

 Telephone, cell phone, fax 

 Computer, printer and related equipment 

 Copy machine 

 Audio-visual equipment 

 Personal automobile 

 Calculator 
 

Computer software may include any or all of the following: 
  

 Microsoft Office 

 Internet Explorer, or comparable programs 

 HRIS 

 Excel Power Point 
 

 
POSITION REQUIREMENTS 

 
These specifications are general guidelines based on the minimum experience normally considered 
essential to the satisfactory performance of this job.  Individual abilities may result in some deviation 
from these guidelines. 
 
To perform effectively in this position, the incumbent must have: 
 

 The demonstrated ability to develop new human resource programs designed to meet 
organization objectives (e.g. retention, compensation, benefits, employee services) 

 

 A working knowledge of all human resource activities and associated state and Federal 
regulations (e.g. COBRA, Wage and Hour laws, Fair Labor Standards Act, Equal 
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Opportunity Employment regulations, OSHA, Workers’ Compensation, Americans with 
Disabilities Act, FMLA, CFRA, etc.) 

 

 A working knowledge of short- and long-term corporate policies and strategies  
 

 Effective negotiation skills to negotiate with service providers 
 

 Very effective oral and written communications skills sufficient to write comprehensive 
reports and policies, study and interpret legal documents, and develop/implement 
presentations for management, the board of directors and the public.   

 

 Basic accounting and general math skills sufficient to prepare and monitor budgets, 
analyze compensation and benefits data, and prepare associated reports.   

 

 Personal computer skills including word processing, spreadsheets, presentation software, 
and HRIS.   

 

 Demonstrated management skills to supervise a small staff and participate in the senior 

management team  

 

 Ability to work independently and make mature business decisions 

 

 Ability to work effectively as a member of the team 

 

 Current California driver’s license, State-required insurance and a driving record 
acceptable to the Agency’s insurance carrier, when using personal vehicle on Center 
business. 

 

 A keen appreciation and understanding of the Center’s mission and philosophy.   
 
These requirements are typically met by any combination of education that typically includes a 
degree in a management-related area, courses/seminars in human resources and several years of 
working experience in increasingly responsible positions in human resources.  An advanced degree 
is preferred.  PHR or SPHR certification is considered a plus. 
 
The incumbent must be able to perform this job safely, with reasonable accommodation if 
necessary, without endangering the health or safety of him/herself or others. 
 

 
ACKNOWLEDGEMENT 

 
I have been given a copy of this position description.  I understand that I may be asked to perform 
responsibilities and duties not listed in the description and that my duties may change at any time, according 
to the Center’s needs. Nothing in this position description is intended to create a contract of employment of 
any type.  Employment is strictly on an at-will basis. 

 
Employee Name (please print) 
 
 

Employee Signature Date 

 
I certify that I have discussed the position description with the employee.   
 

Supervisor Name (please print) 
 
 

Supervisor Signature Date 

 
cc:  Incumbent 
 Employee’s File Supervisor 


