
CITY OF HAPPY VALLEY 
 
 
Job Title:   Human Resources Manager 
Department:  Administration 
Reports To:  Deputy City Manager 
FSLA Status:  Exempt 
Salary:   $77,192 – $107,750 
 
General Description 

Manages all activities related to the Human Resources Division. Seeks to ensure the 
organization meets the City Council Goal of encouraging employee development in a 
quality work environment. Assists the organization in creating a positive, friendly, and 
service driven culture. Develops and manages the employee relations functions for all 
departments of the City. Provides internal customer service and guidance to 
Department Directors, Division Managers, and other employees on all human resource 
issues.  Manages the recruitment, selection, and on-boarding process for new 
employees in a rapidly growing organization. Ensures the City is compliant with 
pertinent federal, state, and local laws relating to human resources. Conducts a variety 
of studies to evaluate salary levels, benefits, job classifications, personnel policies, and 
other employment related issues. Required to maintain confidential and sensitive 
information.  This is an exempt position. 

 
Essential Duties and Responsibilities 

1. Establishes goals and objectives to assist the organization in meeting the City 
Council Goal of encouraging employee development in a quality work environment 
that cultivates a positive, friendly, and service driven culture. 

2. Listens, understands, provides guidance and friendly customer service to all City 
Departments regarding human resource issues. 

3. Assists Department Directors and Division Managers with the advertisement of job 
openings and recruitment of candidates. Reviews applications, conducts reference 
checks, criminal history background checks, and other tasks related to recruitment. 

4. Conducts new employee orientation by educating new hires on the unique and 
positive culture of the organization, preparing employment related paperwork, 
developing orientation materials, providing training opportunities, and all other 
activities related to the on-boarding process of new employees. 

5. Meets with employees, supervisors, managers, and directors to resolve employee 
conflicts. Investigates grievances and complaints and recommends solutions. 
Consults with City’s insurance provider when necessary and advises management 
on actions and strategies for addressing performance deficiencies and corrective 
actions.  



6. Monitors changes in federal, state, and local employment law to ensure the City is 
in compliance with all employment regulations. Updates the City Employee 
Handbook as needed. 

7. Organizes and implements a variety of City-wide employee training programs.  

8. Encourages the professional development and growth of employees. 

9. Establishes and maintains employee recognition programs. 

10. Assists with the creation and management of an employee wellness program. 

11. Provides assistance to the City’s internal Safety Committee. 

12. Conducts research and continuously assesses salary levels and benefits drawing 
comparisons to similar organizations. 

13. Manages the workers’ compensation and benefits programs. Assists employees 
with benefits enrollment. Analyses workers’ compensation claims. Coordinates 
with vendors to provide a wide variety of optional benefits and programs for City 
employees such as supplemental insurance and retirement savings. 

14. Provides creative ideas to further develop, maintain, yet evolve an organizational-
wide culture that promotes service to the community, inclusiveness, and high 
customer service standards.   

15. Conducts a variety of special projects as assigned by the Deputy City Manager, 
which may involve extensive research and comparison, administrative follow-up, 
liaison with other agencies, Council task forces, and City staff.  Stays informed of 
the detail and progress of special projects and keeps the Deputy City Manager 
informed of progress and any issues of sensitivity. 

16. Represents the City at various local, regional and statewide meetings relating to 
human resources. 

17. Presents to the City Council, civic groups, and the public when necessary. 

 
Minimum Qualifications 
 
Knowledge of: 

1. Broad knowledge and experience relative to City government operations and 
applicable county, state and federal laws.   

2. Relevant State Statutes and City Ordinances. 

3. Thorough knowledge of the City’s services, processes and procedures.   

4. Thorough knowledge of a City Manager/City Council form of local government. 

5. Considerable knowledge of the theories and practices related to public 
administration including demonstrated understanding of municipal revenue 
sources and budgeting. 



 

Ability to: 

1. React quickly and effectively to changing organization and community needs. 

2. Thoroughly assess community issues and concerns, Council decisions, and other 
agency actions for potential impacts on the City. 

3. Communicate effectively both orally and in writing. 

4. Work effectively with other agencies, departments, officials, employees, 
contractors and the general public.  Ability to gain cooperative participation from 
opposing views to resolve issues of community concern and develop creative 
alternatives for delivery of City services. 

5. Ability to monitor multiple priorities simultaneously and to move from one project 
to another effectively. 

 
Education, Training and Experience 

1. A bachelor’s degree is required.  A master’s degree in business administration, 
public administration, or a closely related field is preferred. 

2. Strongly prefer at least two years’ experience in human resources and knowledge 
of public sector personnel practices.    

3. Any satisfactory equivalent combination of education, experience and training 
which insures the ability to perform the work. 

 
Licenses; Certificates; Special Requirements: 

1. Certification as a PHR or SPHR is desirable. 

2. A valid state driver’s license with an acceptable driving record is desired. 

 
Physical and Mental Demands  

The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this position.  
Reasonable accommodations will be evaluated on an individual basis and depend, in 
part, on the specific requirement for the job, the limitations related to disability and the 
ability of the City to accommodate the limitation. 

1. This position requires mobility. 

2. Must be able to lift up to 25 pounds. 

3. Manual dexterity and coordination are required over 50% of the work period while 
operating equipment such as computers and other standard office equipment. 

  


