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PERSONNEL REGIONAL MANAGER

DESCRIPTION:  Under administrative direction, manages and integrates a component of the personnel management operations for an agency having a significant diversity in its jobs and a significant dispersion of its employees located statewide in central and field offices and multiple institutional/residential facilities.  Supervises three or more assigned staff, and develops, implements, administers, and modifies personnel goals, plans, policies, and standards.  A higher-level personnel official within the agency has final authority to approve goals, policies, and decisions; performs related work as required.

DISTINGUISHING CHARACTERISTICS:  (The level of a position in a class series is based on a combination of established factors which, though not always presented in class specifications, are applied to the class as a whole.)

This is the fourth and final professional/supervisory level of the personnel-generalist class series.  Positions in this class serve as a principal personnel official managing the full scope of personnel programs, functions, or processes for an assigned geographic region of the state having a multitude of services/programs and institutional/residential facilities AND have primary responsibility to coordinate one or more complex personnel programs, functions, or processes for the entire agency.  Positions will be supervising assigned supervisory and professional level and other staff located in the main and branch personnel offices of the agency.  Positions report to a higher-level personnel official of the agency.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Plans and coordinates the development, implementation, and evaluation of organization wide personnel policies and practices to support the personnel management goals and needs and to address new/revised federal and state laws, state personnel rules and labor contracts.

Prepares and monitors expenditures and recommends the allocation of resources of the operational and personal services budget for the assigned region and personnel functions to accomplish program goals.

Evaluates records and reports of work production, costs, staff, and equipment usage to determine approaches to increase program and operational cost effectiveness and to determine if desired outcomes within the assigned region and functions are being met.

Directs, trains,  counsels, and evaluates assigned supervisory, professional, technical and support personnel staff to determine and adjust the allocation of staff resources and specific staff assignments, improve their work performance, exchange information, explain work policies and standards, and resolve work problems.

Forecasts and evaluates future staffing needs and issues and develops strategic initiatives and plans to ensure the organization attains and sustains effective program and service outcomes.

PERSONNEL REGIONAL MANAGER (continued)

Interprets labor contracts as applied at the organization wide level; monitors the status of all potential and actual employee disciplinary actions and reviews related circumstances and provides advice to senior management officials; refers issues/problems not covered by the labor contracts to the State Employee Relations Administrator who has final authority.

Coordinates the development and implementation of personnel policies and procedures related to functions such as recruitment and selection, classification and compensation, or employee payroll and benefits (which includes workers compensation, unemployment insurance, and safety/health activities) to ensure compliance with personnel/employment laws and regulations and consistency within the organization’s personnel management practices.  

Investigates and prepares briefings, reports, and records on employee-management situations such as grievances, disciplinary actions, employee-supervisor mediations; counsels senior management officials and offers recommendations to supervisors and managers regarding their resolution.

Provides labor contract related information and may serve as an organizational coordinator/liaison to the State Labor Relations Administrator; attends labor contract negotiation sessions to explain and justify management proposals and their viability regarding managerial and staffing needs of the organization; oversees maintenance of seniority lists and other applicable labor relations information.

Fosters collaborative working relationships with employee unions and between cross-functional teams to promote communication and interaction, facilitate sharing of information and feedback, and integrate policy application and service delivery functions.

Designs and evaluates, in a team setting, human resource information systems, job design and workforce analysis, and other organizational and operational planning activities to ensure overall effectiveness of the organization’s programs and policies.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the mission, goals, structural and functional relationships, and administrative processes of the organization and its primary programs; the scope and impact of the personnel management program mission and its relationship with programs, services, and entities both inside and outside the organization; the organization’s work culture and overall expected outcomes of its personnel management program.

Ability to:  conduct long range strategic planning for the allocation of staff resources in a diverse structural and operational environment; respond to changes in values, directions, and priorities of the organization’s mission and strategies; mediate conflicts, seek areas of common agreement, and negotiate resolutions; identify alternatives and options for administrative action that minimize unnecessary errors and risks and develop contingency plans; identify obstacles and potential delays to the implementation of decisions and plans; coordinate multiple projects/task forces with competing priorities and resource needs; coach, mentor, and inspire work teams to attain established goals; perform upper level analysis to adapt or modify existing policies or methods to meet unusual conditions within context of existing management principles and theories; direct a major work unit/component requiring significant internal and external interaction; demonstrate dependability and initiative in dealing with environmental factors that would cause stress.

PERSONNEL REGIONAL MANAGER (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the principles and practices of administration including planning, organizing, staffing, and budgeting; the principles, practices, procedures, and terminology of public personnel administration; state personnel rules and labor contracts; state and federal personnel/employment laws and regulations; general recruitment, interviewing and hiring practices; the occupations, functions, and structure of the organization; state benefit/insurance programs and personnel/payroll forms and procedures; state goals, practices and requirements of record maintenance and confidentiality;  state labor-management relations terminology and practices; state payroll, budgeting, and accounting procedures; employee safety and health regulations and practices. 

Ability to: evaluate existing policies and plans for administrative action as effective solutions to organization wide issues and problems; interview and evaluate applicants and employees; deal effectively with others under stressful situations to address their problems; communicate orally, in writing, and by listening to employees, supervisors, and managers at many levels of the organization to exchange advisory information and influence intended or desired outcomes; develop cooperative and persuasive relationships with diverse individuals; identify staffing needs and patterns for significant work units being developed or realigned; evaluate the completeness and accuracy of personnel/job information while having limited knowledge of the work situations involved; advise senior management officials on contentious organization wide personnel matters; analyze situations and issues regarding employee conflicts to relieve potential grievances or morale problems; train, supervise, and evaluate assigned staff; research or investigate grievances, complaints, and inquiries and communicate findings to managers; read, comprehend, and interpret various personnel policies, regulations, and laws; use a variety of design data and information; perform mathematical operations such as decimals/percentages, volumes/ratios, and standard deviations; apply principles of influence systems to implement practical relationships; deal with a variety of concrete variables where only limited standardization exists; use judgment to apply factual background and fundamental principles in developing approaches and techniques for the solution of problems; use judgment, decisiveness, and creativity to respond to situations involving direction, control, and planning of an entire program and/or critical or unexpected situations with moderate risk to the organization; perform slightly skilled movements such as driving, data entry/inquiry; lift, carry, push, or pull light weight (5-10 pounds) in sedentary to light work; recognize and identify the degree or other value of similarities or differences between individual characteristics.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of education, training, and/or experience that will enable an applicant or employee to possess the required knowledge, skills and abilities.  A general qualification guideline is four year college degree in business administration, public administration, personnel management, labor relations, or employment law and five years experience in an administrative or supervisory capacity responsible for formulating and making decisions involving labor/employee-management relations, classification/compensation, payroll/benefits, or recruitment/selection situations; OR seven years experience in managing a personnel administration program or function and assigned staff for an entire organization.
