
Job Description 
Bismarck Public Schools 

 
Human Resources Manager 

 
Purpose Statement 
The job of Human Resources Manager involves directing and managing all human resource programs and services; 
providing information and serving as a resource to others; achieving defined objectives by planning, evaluating, 
developing, implementing and maintaining services in compliance with established guidelines; and serving as a member 
of the executive team. 
 
This job reports to Superintendent 
 
Essential Functions 

 Administers a wide variety of policies and employment agreements (e.g. orientation, labor and employment 
contracts, compensation schedule, etc.) for the purpose of conforming to district policies, relevant laws, contracts 
and agreements. 

 Collaborates with internal and external personnel (e.g. other administrators, auditors, public agencies, community 
members, etc.) for the purpose of implementing and/or maintaining services and programs. 

 Coordinates the recruitment process (e.g. advertising vacancies, screening applicants, conducting interviews, 
making recommendations for hire, new employee orientation, etc.) for the purpose of maintaining a highly 
qualified staff. 

 Directs department operations, the maintenance of services, and the implementation of new programs and/or 
processes for the purpose of providing services within established timeframes and in compliance with related 
requirements. 

 Facilitates meetings, workshops, seminars, etc. (e.g. personnel actions, financial procedures, regulatory 
requirements, actions involving outside agencies, inter-district needs, etc.) for the purpose of identifying issues, 
developing recommendations, supporting other staff, and serving as a District representative. 

 Investigates grievances and/or complaints from employees (e.g. sexual harassment, pay and/or assignment 
disputes, etc.) for the purpose of reaching resolutions that provide a healthy work environment. 

 Maintains manuals and electronic documents, files and records (e.g. background information, vacancy listings, 
applicant tracking, HR website, etc.) for the purpose of providing accurate information in compliance with 
regulatory requirements and established guidelines. 

 Maintains personnel records for the purpose of documentation for recruiting, hiring, retaining, assigning and 
promoting personnel and ensuring documentation of personnel processes are in compliance with established 
requirements. 

 Monitors budget allocations, expenditures, fund balances and related financial activities for the purpose of 
ensuring that allocations are accurate, revenues are recorded, expenses are within budget limits and/or fiscal 
practices are followed. 

 Monitors a variety of processes (e.g. certificated posting process, interview schedule, substitute placement, new 
employee orientation, departmental procedures, unemployment claims, etc.) for the purpose of ensuring efficient 
processing of applicants and employees in addressing position requirements and complying with legal and/or 
administrative requirements. 

 Oversees a wide variety of personnel processes (e.g. recruitment, selection, hiring, etc.) for the purpose of filling 
openings with qualified personnel and ensuring compliance with regulatory requirements. 

 Participates in meetings, workshops, job fairs and seminars for the purpose of conveying and gathering 
information regarding a wide variety of subjects required to carry out their administrative responsibilities. 

 Participates in collective bargaining processes for the purpose of assisting district negotiation of labor 
agreements. 

 Performs personnel administrative functions (e.g. hiring, training, supervising, evaluating, providing professional 
development opportunities, etc.) for the purpose of maintaining adequate staffing, enhancing productivity of 
personnel and ensuring department/program outcomes are achieved. 

 Prepares a wide variety of complex written materials (e.g. plans, budgets, funding requests, analyses, 
recommendations, procedures, etc.) for the purpose of documenting activities and issues, meeting compliance 
requirements, providing audit references, making presentations, and/or providing supporting materials for 
requested actions. 

 Recommends policies, procedures and/or actions for the purpose of providing direction for meeting the district's 
goals and objectives. 

 Researches information required to manage assignments including reviewing relevant policies, current practices, 
staffing requirements, financial resources, etc. for the purpose of developing new programs/services; ensuring 



compliance with legislative requirements; securing general information for planning; and/or responding to 
requests. 

 Responds to written and verbal inquiries from a variety of internal and external sources (e.g. staffing, conflicts in 
policies and regulations, community concerns, parental requests, etc.) for the purpose of identifying the relevant 
issues and recommending or implementing a remediation plan. 

 Serves as a resource to new hires for the purpose of providing support to hiring activities. 

 Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the 
work unit. 

 
 

Minimum Qualifications: 
Requires a bachelor’s degree with a major in human resources management, business or public administration, 
management, industrial relations, or a closely related field and five years of comprehensive human resources work 
experience that included supervision of staff performing human resources tasks; or a bachelor’s degree with a major in 
another field and seven years of comprehensive, progressively more responsible human resources work experience that 
included supervision of staff performing human resources tasks. 
 
A Master’s degree may substitute for one year of the work experience requirement. 
 
Clearances:  Criminal Justice Fingerprint/Background Clearance 

 


