
MENDOCINO COUNTY GOVERNMENT 
CLASSIFICATION SPECIFICATION 

 
CLASS TITLE: HUMAN RESOURCES MANAGER CLASS CODE: 0173 
DEPARTMENT: HUMAN RESOURCES FLSA STATUS: E 
REPORTS TO: HUMAN RESOURCES DIRECTOR BARGAINING UNIT: UNREPRESENTED 
CIVIL SERVICE: NO – AT WILL DATE: 11/12 
 
JOB SUMMARY: 
Under administrative direction, assists in the administration of the County’s centralized Human Resources 
Department; oversees daily activities related to a major unit of the department; provides professional assistance to 
County management staff in complex personnel and related matters. 
 
DISTINGUISHING CHARACTERISTICS: 
This senior management classification is responsible for overseeing the work of a major human resources unit 
comprising of multiple administrative activities, with significant responsibilities for formulating or administering 
program policies and /or procedures.  Administrative activities include budget development and monitoring, training, 
business and information system needs and, depending upon assigned area, oversight of recruitment activities, 
exam development, classification/compensation, ADA/FEHA, FMLA/CFRA and other medical leave programs; or, 
administration of employee benefits programs such as health insurance, worker’s compensation, Wellness and 
Employee Assistance Programs, etc.  This class is distinguished from Human Resources Director in that the latter 
has overall management responsibility for all activities and functions of the department. 
 
SUPERVISION EXERCISED:  
Exercises supervision professional, technical and clerical staff; may exercise supervision over subordinate 
supervisors.  
 
EXAMPLES OF GENERAL DUTIES: Duties may include but are not limited to the following: 
� Participate as a cooperative and positive member of the departmental management team; participate in 

strategic planning, legislative review and analysis, and policy development; monitor progress in the achieve-
ment of established targets in order to meet departmental goals and objectives. 

� Monitor and evaluate the efficiency/effectiveness of operational performance, methods of service delivery and 

procedures by reviewing workload and support systems to identify opportunities for improvement; develop, 

recommend and implement modifications to programs, policies and procedures and/or new concepts and 

innovations in work processes to enhance operational efficiencies.  
� Manage, direct, supervise and evaluate, professional, technical, and clerical staff supporting assigned units; act 

as a resource to staff, advise staff on the more complex issues; provide direction, guidance, and leadership to 
staff; prepare performance evaluations. 

� Monitor compliance with County Code, Civil Service rules and memoranda of understanding (MOU) and 
participate in the resolution of problems related to the application of the terms and conditions of the MOU. 

� Ensure Human Resources activities comply with state and federal laws, legislation, and case law including, but 
not limited to Fair Labor Standards Act, Meyers-Milias-Brown Act, Americans with Disabilities Act, Family 
Medical Leave Act and Workers’ Compensation laws. 

� Serve as the subject matter expert regarding area of assignment and/or expertise within the organization and at 
the bargaining table; provide professional and managerial support and resources to the Board of Supervisors, 
County Administrator, County Counsel, management and employees; interpret plans, answer questions, and 
provide guidance with respect to the employee programs, regulations, Civil Service Rules, MOU’s, etc. 

� Participate in the development and administration of the department budget; forecast funding needs for 
equipment, materials and supplies; monitor approved expenditures; implement mid-year adjustments to 
expenditures. Monitor and approve expenditures of budget within allocated funding for assigned unit.  May 
serve as department Budget Officer, taking lead role on all budgetary matters. 

� Manage contracts and contract processes by participating in the preparation and monitoring of contracts, 
including participating in the RFP processes.  

� Participate, as a team member, in labor negotiations between the County and employee organizations, and 
initiate, conduct and participate in other meet and confer issues. 

� Analyze new legislation effecting employees and determines appropriate implementation.  Develop and 
implement county-wide policy, procedures and regulations where needed.  Update existing policy and 
regulations to reflect current law and/or policy 

� Conduct employee and organizational surveys; oversee and participate in the collection, analysis, and 
presentation of survey data; make recommendations based on survey data. 

� Recommend the appointment of personnel; provide or coordinate staff training; maintain discipline and high 
standards necessary for the efficient and professional operation of the human resources department.   



� Build and maintain positive working relationships with co-workers, other County employees and managers, and 
the community utilizing accepted principles of effective customer service.  

� Serve as a subject matter expert regarding County’s leave policies and procedures within the organization and 
at the bargaining table regarding related laws, guidelines, and regulations; interpret policies and procedures, 
answer questions, and provide guidance with respect to the administrative leave policies. 

� Represent the county and the Human Resources Department to the public and to other agencies in a positive 
and productive manner.   

� Serve as a positive and motivational team leader as well as a positive and effective member of a peer group. 
� Act in the absence of the Human Resources Director as requested/assigned. 
� Perform other related duties as assigned.    
 
When assigned to HR Operations, Recruitment, Classification and Compensation (in addition to the above 
General Duties): 
� Manage, monitor, plan, organize, control and evaluate work production, activities of the County’s recruitment 

and selection processes, and procedures ensuring compliance with all applicable laws, guidelines, and 
regulations; update recruitment plans as necessary, including the allocation of resources. 

� Oversee examination development, ensuring conformance with applicable laws, guidelines and regulations. 
� Manage, monitor, and evaluate the operations of County’s classification plan and compensation policies, 

processes, and procedures ensuring compliance with all applicable laws, guidelines, and regulations.  
� Design, manage, coordinate, monitor and participate in or conduct comprehensive classification/compensation 

studies; plan, oversee and review the conduct of job analyses and development of recommendations for 
position allocations; direct salary and total compensation surveys and resultant salary recommendations.  

� Evaluate, analyze, and develop recommendations for, or changes to, examination procedures, training and 
experience ratings, supplemental questionnaires, tests, interview panel usage, interview questions and other 
selection tools. 

� Monitor and evaluate the operations of the employee hiring system ensuring appropriate paperwork completion, 
information system integration and department training on hiring processes. Ensure hiring practices are in 
compliance with Civil Service Rules, County Code, MOU’s, etc. 

� Manage, monitor, plan, organize, control and evaluate the operations and activities related to FMLA/CFRA and 
other leave programs;   ensure compliance to State and Federal regulations. 

� Oversee and coordinate ADA/FEHA compliance and accommodation requests; provide lead direction to staff 
concerning ADA/FEHA issues and accommodations. 

  
When assigned to Benefits Administration (in addition to the above General Duties): 
� Manage, monitor, plan, organize, control and evaluate the operations and activities of the County’s employee 

benefit plans/programs, including but not limited to employee and retiree health insurance, Worker’s 
compensation/Return to Work Program, Wellness and Employee Assistance; provide advice and explanations 
to employees regarding complex benefits questions.  Ensure the complex, multi-faceted benefit programs are 
correctly administered in an accurate, timely, cost effective manner and that programs meet employee needs. 

� Evaluate costs and benefits of insurance programs.  Collect and analyze information and make 
recommendations related to additions and modifications to benefits packages; write specifications for the 
purchase of insurance bids or negotiations; assist with negotiation of contracts with third party providers.  Serve 
as liaison to external agencies and contract providers. 

� Provide lead direction to Mendocino County’s Workers’ Compensation Third Party Administrator.  
� Develop and maintain workers compensation claims administration programs for prompt notification of all 

losses, handling of losses and subrogation action for workers’ compensation and the health plan. Maintain 
accurate and timely documentation of case activities; complete required forms and notices of action; send 
required correspondence; create statistical reports. Consult with County Counsel and workers’ compensation 
attorneys on legal aspects of potential liability and claims litigation. 

 
 
MATERIAL AND EQUIPMENT USED: 
Computer Vehicle(s) Office Equipment 
 
MINIMUM QUALIFICATIONS REQUIRED: 
Education and Experience: 
Equivalent to graduation from a four year college or university with major coursework in business or public 
administration, employee relations, industrial psychology or a related field and four years of professional human 
resources experience, which includes supervisory duties, performing recruitment, selection, classification, 
compensation and/or benefits administration and generalist activities in a public agency having a centralized 
personnel system, or an equivalent combination of education, training and experience related to personnel and/or 
benefits administration which provides the required knowledge, skills, and abilities to perform the essential 
functions of the job. 
 



Licenses and Certifications: 
Valid California Driver’s License 
 
 
 
KNOWLEDGE, SKILLS, AND ABILITIES 
 
Knowledge of: 
� Modern principles, practices and techniques of public personnel administration, depending upon area of 

assignment may include recruitment and selection, affirmative action, classification, job analysis and job 
evaluation, compensation and benefits and insurance administration and employee development. 

� Principles and methods of labor-management relations, collective bargaining process in the public sector, 
negotiating strategies and tactics, impasse resolution, and grievance and arbitration procedures.  

� Federal, state, and local laws and regulations pertaining to human resource management, Title VII, ADA/FEHA, 
FMLA/CRFRA, employer-employee relations, sexual harassment, etc.  

� Principles and techniques of management, including program planning, implementation and administration and 
employee supervision including work planning, performance evaluation, and training.  

� Principles and concepts of RFP processes and contract management. 
� Administrative principles and methods, including goal setting, program development and implementation and 

employee supervision. 
� Financial and legal requirements applicable to the work including basic budgetary principles and procedures. 
� Proper English usage and grammar. 
 
Skill in: 
� Assisting in planning, organizing, administering, reviewing and evaluating a broad, centralized personnel 

services program and directing staff in specified day-to-day personnel activities. 
� Selecting, training, motivating and evaluating assigned staff. 
� Developing, implementing and interpreting goals, objectives, policies, procedures, work standards and internal 

controls. 
� Analyzing complex problems, evaluating alternatives and making creative recommendations. 
� Exercising tact, discretion, and sound independent judgment within established policy guidelines and legal 

constraints. 
� Preparing clear, concise and competent reports, correspondence and other written materials. 
� Establishing and maintaining effective working relationships with those contacted in the course of the work.  
� Organizing work, setting priorities, meeting critical deadlines, and following up assignments with a minimum of 

direction. 
� Researching, compiling, interpreting and summarizing a variety of informational and statistical data and 

materials. 
� Communicating effectively both orally and in writing. 
� Preparing clear and concise reports, correspondence and other written materials. 
 
Mental and Physical Abilities: 
• Plan, organize, and oversee a major unit of a human resource program. 
• Read, analyze and interpret professional periodicals and journals, technical procedures and government 

regulations. 
• Represent the department and county effectively in meetings including making effective presentations to and 

facilitating groups. 
• Use initiative, discretion, and good judgment in resolving human resources issues.  
• Respond to stressful and sensitive situations in a professional and confidential manner.  
• Prepare clear, concise, and comprehensive reports, correspondence, and recommendations.  
• Understand and carry out written and oral instructions, giving close attention to detail and accuracy. 
• Delegate authority to staff. 
• Establish and maintain effective working relationships with others. 
• Communicate effectively both verbally and in writing. 
• Analyze situations accurately and take effective action. 
• Collect, interpret and evaluate data and identify and evaluate variables. 
• Formulate policies and plan, coordinate and initiate actions necessary to implement decisions. 
• Apply concepts such as fractions, percentages, ratios and proportions to practical situations. 
• While performing the essential functions of this job the employee is frequently required to sit, use hands to 

finger, handle, or feel and speak and hear. 
• Lift and carry, push and/or pull, or move objects weighing up to 20 pounds. 
 
Working Conditions: 



Work is performed in a normal office environment with little exposure to outdoor temperatures or dirt and dust.  The 
incumbent's working conditions are typically moderately quiet.   
 
This class specification should not be interpreted as all-inclusive.  It is intended to identify the essential functions and requirements of this job.  Incumbents may be 
requested to perform job-related responsibilities and tasks other than those stated in this specification.  Any essential function or requirement of this class will be 
evaluated as necessary should an incumbent/applicant be unable to perform the function or requirement due to a disability as defined by the Americans with 
Disabilities Act (ADA).  Reasonable accommodation for the specific disability will be made for the incumbent/applicant when possible. 

 


