Agency Name

Job Title: Human Resources Manager

Grade: MS 14 Salary Range: 110,000-153,999
Job Summary:

This position is located in the Department of Human Services (DHS), Office of Human Resources (HR). This position serves as the
principal advisor to the Human Resources Officer with responsibility for overseeing human resources operations and assisting the
Human Resources Officer in directing comprehensive human resources operations for DHS. The incumbent is also responsible for
providing leadership, administrative oversight and supervision in planning, organizing, developing, directing, and implementing the
operations of the DHS human resources recruitment and performance programs for DHS. The incumbent supervises a staff which

consists of two (2) Management Liaison Specialist (CS-13), two (2) Human Resources Specialist (CS-11), and one (1) Human
Resources Assistant (CS-7).

Duties and Responsibilities:

Serves as the Supervisory Human Resources Specialist for the areas of recruitment and performance management, with delegated

authority to manage program operations, supervise staff and ensure HR program goals and objectives are met. Provides managerial
leadership in

Setting and implementing policy within the framework of the mission of the Office of Human Resources and the DC Department of
Human Resources.

Develops and implements program plans which include statement of philosophy, goals. objectives, definitions of standards of HR
practice and performance measures, uniform policies and procedures, systems of record management, clear allocation of

responsibility for planning, coordinating and supervising performance, system for monitoring and tracking the status of projects and
progress of HR services.

Prepares, justifies, recommends, and implements program plans in accordance with the District Personnel Manual (DPM) and
guidance/direction provided by the DC Office of Human Resources (DCHR) and the Human Resources Officer. Anticipates major
problems and provides guidance to eliminate or minimize their impact on the program operations and efficiency.

Provides advice, interpretation of policy and procedural guidelines, as appropriate. Controls work results through staff meetings,
conferences, technical reports, and program review.
Qualifications and Education

Expert knowledge of the mission, organizational structure, function and operational policies and procedures of DHS as it relates to
the oversight of DHS recruitment and performance management programs.

Mastery knowledge of and skill in the application of the theories, principles, concepts, techniques and practices of human resources
programs and services, particularly as it relates to the functions of recruitment and performance management. Expert knowledge of
and skill in the application of DPM.

Expert knowledae of and skill in the application of analvtical and evaluative theories. concepts.

A . 1015 Half Street SE, Washington DC, 20003

S . dchr@dc.gov
=

: (202) 442-9700




	Agency Name: Agency Name
	Text1: Human Resources Manager 
	Text2: MS 14
	Text3: 110,000-153,999
	Text4: This position is located in the Department of Human Services (DHS), Office of Human Resources (HR). This position serves as the principal advisor to the Human Resources Officer with responsibility for overseeing human resources operations and assisting the Human Resources Officer in directing comprehensive human resources operations for DHS. The incumbent is also responsible for providing leadership, administrative oversight and supervision in planning, organizing, developing, directing, and implementing the operations of the DHS human resources recruitment and performance programs for DHS. The incumbent supervises a staff which consists of two (2) Management Liaison Specialist (CS-13), two (2) Human Resources Specialist (CS-11), and one (1) Human Resources Assistant (CS-7).



	Text5: Serves as the Supervisory Human Resources Specialist for the areas of recruitment and performance management, with delegated authority to manage program operations, supervise staff and ensure HR program goals and objectives are met. Provides managerial leadership in

Setting and implementing policy within the framework of the mission of the Office of Human Resources and the DC Department of Human Resources.

Develops and implements program plans which include statement of philosophy, goals. objectives, definitions of standards of HR practice and performance measures, uniform policies and procedures, systems of record management, clear allocation of responsibility for planning, coordinating and supervising performance, system for monitoring and tracking the status of projects and progress of HR services.

Prepares, justifies, recommends, and implements program plans in accordance with the District Personnel Manual (DPM) and guidance/direction provided by the DC Office of Human Resources (DCHR) and the Human Resources Officer. Anticipates major problems and provides guidance to eliminate or minimize their impact on the program operations and efficiency.

Provides advice, interpretation of policy and procedural guidelines, as appropriate. Controls work results through staff meetings, conferences, technical reports, and program review.

Plans, develops, analyzes, supports, and executes the customer service, support and related plans and strategies to ensure the internal and external customer service needs are met.

Manages personnel activities and ensures development and necessary updating of position description and performance standards and handles disciplinary issues.

Provides a full range of supervision and guidance to subordinate staff. Hires, trains, counsels, discipline, and, as necessary, terminates staff. Establishes and reviews work assignments/distribution/ performance. Works to develop increased capabilities of employees by providing guidance, counseling, coaching, training, mentoring training, and opportunities for employee development. Implements performance expectations and rates employees' performance in accordance with established standards, approves/disapproves leave, and investigates concerns/complaints.

Performs other related duties, as assigned.
	Text6: Expert knowledge of the mission, organizational structure, function and operational policies and procedures of DHS as it relates to the oversight of DHS recruitment and performance management programs.

Mastery knowledge of and skill in the application of the theories, principles, concepts, techniques and practices of human resources programs and services, particularly as it relates to the functions of recruitment and performance management. Expert knowledge of and skill in the application of DPM.

Expert knowledge of and skill in the application of analytical and evaluative theories, concepts,
 

procedures, methods, standards and practices to the interpretation of broad policy.

Ability to plan, analyze, and execute on departmental requirements, reporting structures, implement strategic improvements, and related all customer service needs.



