	[image: image1.png]u

King County




Classification Specification
	

	
	2304100

	
	EMPLOYMENT MANAGER



Class Summary

The responsibilities of this classification include overseeing planning, development, management, and implementation of practices, policies and standards for legally-defensible, consistent and equitable recruitment, selection and hiring practices at King County. The Employment Manager will oversee and manage the delivery of employment solutions to support the effective implementation of business strategies and plans.  Incumbents will oversee the Career Service and Civil Service recruitments and supervise HR professionals who support recruitment and hiring services to departments and branches of King County government. 

Distinguishing Characteristics

This is a single-level classification.  The Employment Manager will provide expertise and leadership in developing and implementing human resource programs, business processes and initiatives in recruitment and employment systems.  The incumbents in this classification will determine opportunities to improve productivity, cost control and value added to core processes, programs and services; research and evaluate employment program designs to determine impacts on attraction and retention of employees; analyze and interpret laws and regulations affecting employment and recruitment; determine and develop policies and procedures which best implement those regulations; and determine records and reports required by law.  

The Employment Manager classification is distinguished from other human resources management positions in that the Employment Manager’s primary focus and responsibility is overseeing the planning, developing, implementing and managing of practices, policies and standards for legally-defensible, consistent and equitable recruitment, selection and hiring practices at King County.  

Examples of Duties (may vary by position)

1. Supervise professional human resource and administrative support staff; allocate staff and resources to meet service demands and workload; plan, organize and direct work; determine performance standards and goals; and evaluate employee performance.

2. Develop, manage and oversee the administration of all Career Service and Civil Service system (Sheriff’s Office) recruitments; develop, administer and audit policies and procedures to set standards for all steps in the hiring process including skills testing and pre-employment background checks; and monitor and assess countywide and department-specific business practices for consistency and compliance with applicable laws and regulations.

3. Act as a key advisor to the HR Division Director and Deputy Director on strategic and policy issues relating to recruitment, testing, selection and retention.

4. Brief Department Directors, Council staff and Council members on recruitment and employment issues; may represent the division at hearings and other proceedings.

5. Oversee the development and administration of personnel systems, forms, procedures and methods of record-keeping.  

6. Develop and implement targeted outreach and recruitment activities in order to attract a diverse, skilled workforce; prepare, emphasize development and deployment of creative, needs-oriented sourcing plans in alignment with the county’s goals and business strategies.

7. Monitor contingent and temporary workforce hiring practices and monitor and assess countywide and department-specific business practices for consistency and compliance with applicable laws and regulations.

8. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Advanced knowledge of current employment and labor laws; knowledge of Washington State Civil Service laws; advanced skill in interpreting, advising, explaining and applying pertinent laws, rules, regulations, policies and guidelines

Advanced knowledge of current recruitment and selection tools and pre-employment testing methods and processes

Knowledge of principles and techniques and skill in strategic planning, project management including resource and budget allocation, and organizational and time management, organizational development theory and the application of best practices

Knowledge of principles and techniques of public sector management including skill in working with elected officials, the general public and external agencies involved in decisions that affect employment policies and procedures 

Knowledge and skill in the application of supervisory and management techniques and principles

Advanced skill in communicating effectively verbally and in writing to include making effective formal presentations to diverse audiences including executives, County officials, senior managers, and committees with diverse opinions and considerations

Advanced skill in building consensus among individuals with conflicting view points and convincing others to take action 

Skill in gathering, analyzing and synthesizing data; skill in effective paper and report writing; effective presentation skills to present statistical and narrative information

Skill in problem-solving, conflict resolution and decision making

Skill in handling multiple competing priorities and sensitive situations

Skill in managing, supervising, motivating and evaluating individuals and teams

Skill in building consensus among individuals with conflicting viewpoints

Skill in analyzing, planning and organizing

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative) 

	Levels within same series
	None
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