
JOB DESCRIPTION

	Position Title
	:
	Director of Human Resources
	Position #A003-16

	Dept/Branch
	:
	Human Resources
	

	Reports to
	:
	CEO
	

	Position Supervises
	:
	Human Resources Assistant (1)
	


I.  
Position Summary
The Director of Human Resources provides leadership and guidance to the organization through effective, pro-active management of its Human Resource program, ensuring a positive and constructive employee and labour relations environment.

Reporting directly to the CEO and as a member of the senior management team, the Director leads the strategic development, implementation, and evaluation of human resources policies and practices at the ORL.

II.
Responsibilities

The incumbent is responsible for developing, influencing and implementing the Strategic Human Resource goals and objectives in keeping with ORL’s Board direction and legislative and regulatory intent and compliance. 

Additional key areas of responsibility include: workforce planning, acquisition and talent management; employee engagement; labour and employee relations; occupational safety; workplace health and wellness; learning and development; human resource metrics and reporting.  

             Specific application of the responsibilities include the following:
             Strategic Leadership

1. Provides ORL-wide leadership and guidance in HR related areas.
2. Analyzes ORL data and performs environmental scanning to inform decision-making and leads the ORL in short- and long-range organizational planning and analysis of staffing requirements.
3. Ensures ORL’s HR systems, policies, and practices are effective and sound.
4. Provides advisory services to ensure ORL supervisors are able to confidently handle staff-related issues including recruitment processes; conflict resolution; attendance, leave management and accommodations; policy compliance; and expectation setting, performance management, and discipline.
5. Monitors employee job satisfaction and participates in the development of a positive working culture.

6. Effectively communicates with staff, the public, senior management and the ORL Board.
7. Creates effective liaison relationships with external agencies, including HR departments of large local employers, for the purpose of collaboration and knowledge-exchange.
Legislative and Regulatory Compliance

1. Maintains current knowledge of applicable employment, safety, and privacy legislation, regulations, and case law.
2. Ensures the ORL’s HR policies and practices are in compliance with applicable laws, regulations, and standards (including employment, safety, and privacy standards).
3. Maintains and revises the ORL’s security manual in consultation with the Public Services Managers and CFO.
4. Ensures HR systems and record-keeping are consistent, thorough, organized, and in compliance with both in-house standards and legislative requirements.
5. Provides strategic guidance to the senior management team and assists in risk management.
Organizational Development

1. Provides strategic guidance on staffing structure, training, and development.  Creates system-wide training plans, delivers training where appropriate, writes job descriptions, and identifies key competencies for staff.
2. Ties planning to customer outcomes and the goals of the ORL’s strategic plan.
3. Develops effective HR policies and practices and monitors their application.
4. Oversees recruitment, performance management, discipline, and termination.
5. Analyses and reports on staffing data, providing forecasting and evidence-based advice to the senior management team.

Administration of Employee Health, Safety and Wellness 
1. Oversees the administration of benefits plans and acts as the primary liaison with brokers.
2. Maintains current knowledge of available benefit plan options and ORL plan usage and provides regular reporting.
3. Maintains current knowledge of accommodation and disability provisions and oversees accommodations.
4. Oversees WorkSafe BC, long-term disability, and other such claims administration.
5. Prepares strategic recommendations for minimizing costs and maximizing the health and performance of the workforce.
     Labour Relations Management

1. Administers collective agreements and acts as a key resource in their negotiation, interpretation and administration. 
2. Takes a lead role in Labour Management meetings, Joint Job Evaluation, grievance handling and resolution through to arbitration.
3. Performs or coordinates workplace investigations and effectively addresses misconduct.
4. Administers contracts and employment standards provisions in the case of non-union employees.
5. Monitors the use of volunteers and ensures appropriate practices are followed.
6. Promotes a positive labour relations environment and maintains effective union/management relations.
7. Other related duties of similar or lesser scope and complexity as assigned.
III.
Competencies

              The position incumbent possesses strong personal and organizational leadership skills including:

              strategic thinking, self-direction, integrity, and empathy.
The preceding competencies are complemented by a comprehensive management skill-set including:  decision-making; budget management, time-management; risk-management; results-oriented change management; conflict-management; team-building and communication. 

IV. Job Specification

1. Education

Undergraduate degree in Human Resources, Business, or a related field with an HR concentration.

Certified Human Resources Professional (CHRP) designation or working towards such designation is preferred.
2. Related Experience

Five (5) years of HR experience in a complex unionized environment, with at least 2 of those years in a leadership role.

3. Other Requirements

· In-depth knowledge of relevant legislation and regulations

· Ability to interpret and implement union contracts

· Computer literacy in Microsoft Office and HR-related applications

· Participates in continued education and ensures skills and knowledge are up to date

· Required to travel and use own vehicle (Employer-paid mileage)

· Valid B.C. Driver’s license
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