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       CITY OF MIAMI SPRINGS

Human Resources Department

NOTICE OF EMPLOYMENT
HUMAN RESOURCES DIRECTOR/RISK MANAGEMENT
SALARY RANGE:  $56,305 TO $86,006 DOQ
The City of Miami Springs, Florida, as residential/commercial community with approximately 14,000 residents, is seeking candidates for the position of Human Resources Director/Risk Manager. This is an administrative and professional position in planning, directing and coordinating the City’s Personnel/Risk Management Division. This Director exercises extensive initiative and independent judgement in assuring personnel and risk management functions are accomplished. Reports directly to City Manager

Requirements:

· Bachelor’s Degree in Human Resources/Public Administration/Risk Management and/or related fields a Master’s Degree preferred.

· Minimum seven (7) years of experience in a Human Resources/Risk Management position may be substituted for the degree requirement. 

· Considerable knowledge of modern policies and practices of Public Personnel Administration.  Thorough knowledge of employee classification, compensation and benefits, recruitment, selection, training, and labor relation.  Working knowledge of Risk Management and safety practices.

· Ability to prepare and analyze comprehensive reports; ability to carry out assigned projects to their completion; ability to communicate effectively verbally and in writing; ability to establish and maintain effective working relationships with employees, city officials, labor unions and the general public; ability to efficiently and effectively administer a Human Resource system.
· Bilingual English/Spanish a plus.      

ESSENTIAL DUTIES:
· Responsible for all functions of the Human Resources Department which includes all personnel functions required of Municipal Government such as recruitment, selection, placement and separation, position classification, job descriptions, wage and salary administration, job evaluation, In-service training and management development, risk management, worker’s compensation and personnel record-keeping.

· Establishes and implements of procedures to assure compliance of Personnel Regulations with Federal and State statutes relative to equal pay, work hours, all forms of employment discrimination, affirmative action provisions and other laws relating to Civil rights and due process procedures.
· May be required to represent the City in, grievance procedures, Labor negotiations, Worker’s Compensation procedures and legal related disputes between employer/employees.
· Responsible to maintain the City drug-free workplace and safety programs

SPECIAL REQUIREMENTS:

· Ability to maintain confidential and sensitive information
· Knowledge of recruitment and selection process. 
· Ability to effectively meet and deal with the public; ability to handle stressful situations. 
· Knowledge of City ordinances and regulations applicable to the operation of municipal government, Ability to develop efficient and effective office procedures and to establish and maintain positive working relationships with other employees and the general public. 
· Knowledge of State, Federal, Local laws relating to labor, affirmative action, EEOC, ADA, and related Civil Rights and due process procedures .

Mail Resumes to Loretta M. Boucher HR Director/Risk Manager at 201 Westward Drive. Miami Springs, Fl. 33166 or email: HRDirectorResumes@miamisprings-fl.gov
Applications accepted until Monday May 23, 2016.

All applications/resumes are Public Records. No faxes will be accepted. 
VETERANS PREFERENCE WILL BE GIVEN IN ACCORDANCE WITH CHAPTER 55A-7 OF THE FLORIDA ADMINISTRATIVE CODE, IF DD214 IS PRESENTED AT THE TIME OF THE APPLICATION.

ALCOHOL/DRUG-FREE WORKPLACE/E-VERIFY EMPLOYER
Persons who need accommodation in order to apply for a City position

Should contact the Human Resources Department to make such request.

AN EQUAL OPPORTUNITY EMPLOYER MALE/FEMALE/DISABLED/VETERAN

4/13/16

