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DIRECTOR HUMAN RESOURCES 
(FULL TIME)
GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS: 
Bachelor’s degree in Human Resources or a closely related field from an accredited college or university *and* two (2) years of full-time work experience in Human Resources in major areas of responsibility.
PREFERRED QUALIFICATIONS: 
Master’s degree from an accredited college or university in Business, Human Resources Management or related field *and* Five (5) years of experience in human resources. Five (5) years’ experience in leadership and supervision and knowledge of employment practice laws and regulations.
RESPONSIBILITIES: 
The Director is responsible for the administration, development, and implementation of human resources initiatives, supervision of employees, and management of the departmental operating budget and payroll.  Assigns, plans, and directs activities to ensure maximum operational efficiency on a continuous basis according to established procedures; Manages and oversees financial/budget operations of the department; Exercises fiscal prudence by monitoring expenditures and revenues on a continuing basis to ensure payroll and benefits expenses are not overspent; Handles employee relations issues,  investigations and EEOC complaints; responsible for the integrity of the performance management system, Reviews and approves leave requests, departmental travel requests, etc. to ensure conformity with established policies and procedures; ensures compliance with TCSG policies and procedures and department procedures; Prepares human resources and/or ad hoc reports within requested time frame; Develops and/or assists with the development of policies and procedures and recommends changes to effectively meet the goals and requirements of the program; Works with management and staff to determine strategic positioning and to eliminate duplication of processes; Maintains knowledge of assigned program area and gives updates to management on services, operations, and projects; Defines and sets goals based on strategic direction of the agency or technical college and customer needs; Evaluates employees at scheduled intervals upon reviewing of all relevant information; Participates in meetings to ensure college-wide and department goals are met; Conducts regular evaluation of services provided and makes adjustments as needed; stays up-to-date with policies, procedures, and state or federal laws that may impact department initiatives; Maintains excellent working relationships with and serves as a liaison to internal and external customers.
COMPETENCIES: 

Knowledge of employment practice laws and regulations, employee benefits and compensation; Best practices in talent acquisition, onboarding, and employee engagement; Must have knowledge of PeopleSoft;  Implements and maintains policies and procedures to ensure compliance with Southern Crescent Technical College and Technical College System of Georgia policies and state and federal laws; Serves  as  Americans  with  Disabilities  Act  coordinator  to  ensure workplace accommodation compliance; Implements and monitors the recruitment and hiring process; Prepares and monitors the college’s affirmative action plan; Ensures compliance with Family and Medical Leave Act requirements; Coordinates employee drug testing operations; Processes and verifies new employee background and Homeland Security database checks; Implements and monitors employee training programs;  Processes worker’s compensation claims; Prepares and administers annual budget; Oversees the processing of employee and payroll transactions; Directs the provision of employee benefits in compliance with state and federal laws.
Applications are currently being accepted with a deadline of August 26, 2022 and will remain open until an appointment is made. All applicants must complete an online application, provide a resume, unofficial transcripts, and cover letter. Official Transcripts are required upon employment. 

Applications must be submitted to:  www.sctech.edu by clicking the following link: https://www.easyhrweb.com/JC_SouthernCrescent/JobListings/JobListings.aspx
This is a full-time position with paid state holidays, accrued annual and sick leave, and the State of Georgia Health and Flexible Benefits Program.
SPECIAL NOTES: 
Only those who are scheduled for an interview will be notified of the status of the position. 

Candidates must successfully complete a criminal background investigation and motor vehicle screening. 

A Unit of the Technical College System of Georgia

Southern Crescent Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following have been designated to handle inquiries regarding the non-discrimination policies: Title IX/Equity Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center), Assistant Director of Student Services, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7382; ADA/Section 504 Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center)  Special Services Coordinator, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7258; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus) Special Services Coordinator, 1533 Highway 19 South, Room A-252, Thomaston, GA 30286, 706-646-6224. (Employee complaints), Director of Human Resources, Human Resources, 501 Varsity Road, Griffin, GA 30223, 770-229-3454. Any complaints filed against the Title IX/Equity Coordinator or ADA/Section 504 Coordinator on any campus/center shall be handled by, Vice President for Student Affairs, 501 Varsity Road, Room 700, Griffin, GA 30223, 770-228-7348
Southern Crescent Technical College

