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NORTH KITSAP SCHOOL DISTRICT 
JOB DESCRIPTION 
 
Human Resources Coordinator 
  
Purpose of the Job 
Responsible for day-to-day management and operation of the human resource office under the direction 
of the Assistant Superintendent HR who provides program and strategic leadership for the department.  
Manages workload and workflow by assigning staff resources to achieve the greatest level of efficiency 
and responsiveness to customer and district HR needs.  
 
Essential Job Functions 
1. Planning & Operations:  Maintains awareness of existing and anticipated workload requirements.  

Programs and assigns resources relative to workload.  Participates in discussions on evolving 
demands and expectations and the impact those demands and expectations will have on HR 
operations.  Establishes systems and procedures to assess office performance against customer 
service standards and expectations and is able to recognize and intercede when needs are unmet or 
require special attention. 

2. Staff Supervision:  Assures that functions are effectively structured and work coordination 
procedures are in place to achieve a high level of communication, integration and synergy across 
programs functions.  Participates with the Assistant Superintendent in recruiting, assigning, and 
developing staff to assure that they possess and practice the values necessary to achieving the level 
of program delivery and customer service that is essential to a highly effective organization.  
Assesses, evaluates, and provides for training and professional development of subordinate staff.  
Creates communication, collaboration and coordination processes that assure all staff is timely and 
effectively informed of department policies, issues, and guidance that their programs are expected to 
support.  Establishes an environment in which all staff members are comfortable and forthcoming in 
sharing their ideas, needs and concerns, and in which the staff collaboratively works together to seek 
solutions and resolutions.  Identifies performance of behavior issues and takes action to work with 
the staff members to correct areas of concern.  Keeps the Assistant Superintendent informed or 
involved in personnel actions and concerns. 
Serves as advisor to and provides direct support to HR Staff when they encounter problems and 
challenges.  Assumes personal responsibility for actions that are beyond the staff members capability 
but does so in a learning environment so that the problem is resolved and the staff members gains 
knowledge and skills to address future cases. 

3. Policy & Procedures:  Under the guidance of the Assistant Superintendent, conducts research on and 
drafts new or revised policies and procedures governing human resource management.  Takes the 
initiative to gather staff and customer input and to draft policies and procedures that meet customer 
needs while maintaining accountability and program compliance.  Participates in presenting policy 
proposals to the superintendent and/or board as required. 

4. Advisor to Supervisors on Human Resources Management (HRM): Develops effective relationships 
with administrators and supervisors.  Administrators and supervisors understand how to, and take 
responsibility for, identifying and initiating action when employees are not meeting behavior and/or 
performance expectations.  Partners with administrators and supervisors by taking ownership of the 
legal and procedural aspects of such initiatives to include providing expertise in investigations, 
analysis, and solutions. Engages the Assistant Superintendent in cases that are more complex, 
controversial, or sensitive.  Assists supervisors in preparing defensible evaluations, plans of 
improvement, and probation actions when performance fails to meet standards.  Coordinates with or 
advises supervisors on coordination with union representatives.   
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5. Labor Relations and Collective Bargaining:  Exercises day-to-day responsibility for one or more 
employee groups.  Participates in preparation for and conducting collective bargaining process to 
include identifying and researching bargaining issues, develop bargaining strategies and positions, 
developing contract language, and training HR staff and managers on implementation of contracts.  
Schedules and conducts regular labor-management meetings to address operating issues and take 
preventive and/or corrective action to maintain effective relationships and contract compliance. 

6. Job Classification and Compensation:  Conducts job analysis for new or modified positions to 
identify major duties, qualification requirements, and determine appropriate compensation.  Takes 
responsibility for assuring legal and program compliance for job descriptions.   
Conducts periodic market wage surveys to gather compensation information for non-represented 
positions and in preparation for bargaining.   

7. Serves as first responder in emergency and after hour situations. 
8. Performs other duties as assigned. 
 
Qualifications: 
1. Incumbents must have successful experience in working with culturally diverse families and 

communities, or have otherwise demonstrated a commitment to strengthening engagement of a 
diverse community and skill in communicating with a diverse population. 

2. Knowledge and skill in multiple functional areas of HRM, which may include job analysis and 
compensation, recruitment and retention, evaluation and professional development, evaluation, 
managing misconduct and discipline, and labor relations.  Ability to quickly assimilate new skills in 
all functional areas. 

3. Strong analytical and problem solving skills, and understanding of “client-centered” support and 
services.  Strong facilitation skills. 

4. Excellent oral, written, presentation, and interpersonal communication skills.   
5. Ability to independently and collaboratively, organize work, set priorities, and meet deadlines.   
6. Ability to establish effective working relationships at all levels of the organization. 
7. Strong analytical, mathematical, and presentation skills including the ability to effectively utilize 

office technology to support the analytical process. 
8. Ability to remain calm, deliberate, and tactful in stressful and emotional situations. 
9. Experience in a unionized environment. 
10. Demonstrated leadership and supervisory ability.  
 
Desired Education & Experience: 
11. Bachelor’s Degree or equivalent in human resource management, business, or administration. 
12. Minimum of three years of human resource management leadership experience. 
13. Advanced degree in human resource management, business, or related fields. 
14. Experience in public education human resource management. 
 
Reporting Relationship: 
Serves under the administrative supervision and leadership direction of the Assistant Superintendent 
HR.  Is held responsible for results in terms of effectiveness of HR operations.  Work is guided by, and 
must be in compliance with, federal and state law, policy direction of the School Board, Administrator 
direction, compliance with state and local regulatory requirements, and compliance with collective 
bargaining agreements. 
 
Conditions of work: 
The physical demands and work environment described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions.  
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While performing the duties of this job, the employee is frequently required to sit, talk, lift, carry, move 
about, hear and speak.  

The employee must occasionally lift and/or move 25 to 50 pounds.  

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral 
vision, depth perception, and the ability to adjust focus.  

The employee may sit or stand for longer than 2 hours at a time, may lift objects repeatedly, and may 
undertake repeated motions. 
Union Affiliation: FLSA Status: Salary Range: 
Non-Bargained Exempt $67,089 - $68,551  
 
Job # Job History: 
 Created:  June 2014 
 
 
_______________________________               ____________________________________________ 
Immediate Supervisor      Date  Assistant Superintendent  Date 
 
This job description is not an employment agreement or contract.  District management reserves the right to change this job 
description at any time without notice 


