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DIRECTOR OF HUMAN RESOURCES Cont’d

MONTANA JUDICIAL BRANCH

DIRECTOR OF HUMAN RESOURCES

Nature of Work:
This is advanced professional work in the management and administration of human resources functions of the Montana court system.
Work is performed independently and involves the exercise of initiative and independent judgment in the management, coordination, administration, oversight, and evaluation of human resource functions and activities.  Areas of responsibility include selection, job classification and pay, training, benefits administration, grievance processing, worker’s compensation, and collective bargaining in accordance with established federal and state statutes, Supreme Court rules, policies, procedures, and regulations.
Supervision is exercised over a division staff of management, administrative, technical, and/or clerical personnel as assigned.  Executive direction is provided by the State Court Administrator.

Essential Functions:
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which may be performed)
· Plans, develops, and oversees the human resource functions and activities for the Supreme Court and District Courts.

· Develops and administers the Supreme Court and District Court Personnel System.

· Identifies and analyzes court human resources requirements, methods, and processes.

· Develops strategies and implementation plans for accomplishing human resource work including conducting research, compiling data, and determining options for achieving goals and objectives.

· Prepares and updates merit rules, employee handbooks, and policies and procedures.

· Develops job specifications and descriptions for Supreme Court and District Court positions that define position functions; duties; work contacts and conditions; necessary knowledge skills and abilities; and acceptable work experience and training.

· Determines job benchmarks for positions under the Judicial Branch Personnel System.

· Develops and implements court job classification and compensation plans.

· Conducts job audits and analysis to determine appropriate placement of positions within the classification and pay system.

· Conducts data collection and market surveys to maintain and update pay systems. 

· Prepares, conducts and oversees employee recruitment and selection methods, efforts, policies and procedures. Assesses judicial and staff orientation and training needs and coordinates and oversees continuing education programs for the Montana Court System.

· Develops conference curricula, education and training methods, and materials and arranges for faculty and instructors.

· Oversees the work of trainers and instructors and evaluates education programs and conferences.

· Prepares, coordinates, and oversees office and employee performance and productivity evaluation systems.

· Develops core competencies and performance measures for Supreme Court and District positions.

· Develops and provides training, advice, and support to management on implementation of a performance-based management system.

· Manages and oversees the administration of judicial and employee benefit programs including leave, health and dental insurance, long term disability, life insurance, deferred compensation, continuation of benefits (COBRA), and workers compensation. 

· Provides consultation and advice to judges, division directors, managers, and court supervisors on the handling of sensitive and difficult personnel issues, disciplinary actions and terminations. 

· Reviews and evaluates formal charges of grievance, discrimination, and sexual harassment. 

· Promotes compliance with federal and state employment requirements including EEO, FLSA, ADA, workplace safety, and Family and Medical Leave Act (FMLA). 

· Provides consultation to employees on personnel or employment issues.

· Maintains and assures quality of personnel records, data, and information.

· Provides staff support and assistance to committees and workgroups involving personnel-related issues.
· Coordinates with state and local government officials on human resources matters.

· Develops processes for recommending employee pay adjustments, cost of living increases, and merit awards.

· Evaluates and monitors human resource expenditures including requests for additional FTE, reclassification impacts, pay adjustments, and pay equity.

Knowledge, Abilities and Skills:

Thorough knowledge of principles and practices of personnel management


Thorough knowledge of personnel policies, programs and practices.


Thorough knowledge of state and federal personnel laws, rules and procedures.


Considerable knowledge of labor relations laws and practices.


Ability to work effectively with managers, supervisors, employee representatives, employees, and the general public.


Ability to communicate effectively both verbally and in writing.


Ability to develop and implement personnel practices that are consistent with established policies.


Ability to analyze and resolve personnel management problems.


Ability to negotiate and resolve conflicts effectively.


Ability to supervise others effectively.


Skill in the operation of a personal computer.

Working Conditions:
Work is performed primarily in an office setting.

Physical Demands:
Work is essentially sedentary with occasional walking, standing, bending, and carrying items under 25 pounds such as papers and files.

Qualifications:
(Any combination of training and work experience which indicates possession of the knowledge, abilities and skills listed above.  An example of an acceptable qualification for this position is:)
Possession of a bachelor’s degree from an accredited college or university in human resources, industrial psychology, organizational management, or related field, preferably supplemented by a Master's degree, and thorough experience in human resources at a professional or supervisory level including considerable supervisory or management experience.

Licensure and Certification Requirements:
Montana driver’s license; proof of insurance if using a personal vehicle on State business.
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