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MIDDLETOWN AREA SCHOOL DISTRICT 
 

TITLE:   Director of Human Resources  
 
REPORTS TO:  Chief Financial Officer 
 
JOB SUMMARY: Oversees human resources activities for the entire district in such a way as to enhance 

the working conditions of School District personnel, while ensuring that the District is 
compliant with employment laws and regulations.   

 
PRIMARY DUTIES AND RESPONSIBILITIES: 
 

1. Provide courteous, responsive and accurate information to the public, administration and employees on all 
personnel matters. 
 

2. Serve as first point of contact for all legal matters as they pertain to human resources. Provide guidance to 
other administrators on maintaining compliance with laws and regulations. Conduct employee 
investigations and participate in disciplinary meetings. 
 

3. Assist in the development of personnel policies and programs and administer the implementation.  
Maintain all personnel policies in compliance with local, state and federal regulations. 
 

4. Assist with collective bargaining and contract administration, including the research, development, 
interpretation and implementation of contract language. Attend meet and discuss meetings with bargained 
staff as requested by Superintendent. Communicate contract information to employees. 

 
5. Create and process all documents related to hiring, changes in employment status and terminations.  

Conduct new hire orientation programs and exit interviews. Maintain personnel and confidential medical 
files for employees. Complete employment and unemployment verification forms. 
 

6. Prepare and follow through on the personnel items for school board meeting agendas. 
 

7. Provide information to school community and the public regarding employment opportunities, including 
website posting. Attend job fairs for recruitment purposes. 
 

8. Assist with the candidate selection and interview process, including participation in and scheduling of 
applicant interviews, preparation of interview questions, verification of past employment, and making 
offers of employment. 
 

9. Prepare employee handbooks for all employee groups to include job rules, regulations, expectations and 
penalties. Meet with employees to ensure understanding of handbook content. 

 
10. Prepare and maintain position descriptions for all school district staff positions. 

 
11. Prepare and distribute (preferably via electronic medium) regular communication to employees that will 

improve the quality of life for School District employees. Attend building and department meetings in 
consultation with supervisors to provide an opportunity for employees to ask questions and gain 
understanding in a face-to-face manner.  Serve as the administrator of the employee portal in the School 
District’s financial software program. 

 
12. Oversee all insurance programs of the school district, including medical, dental, vision, disability, and life.  

Conduct annual open enrollment program. Monitor benefits eligibility requirements.   
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13. Oversee School District’s tax sheltered annuity program, including communication to employees about the 
value of retirement savings; problem resolution with the School District’s third party administrator on 
behalf of employees; and monitor compliance with rules and regulations.   
 

14. Serve as the primary contact for the PSERS retirement program, explaining the operation of the benefit 
program and responding to questions and requests for information for both active employees and retirees.   
 

15. Oversee all other mandated benefit programs for the School District, including COBRA, FMLA, 
unemployment compensation and workers compensation.   
 

16. Oversee all other employer sponsored benefit programs for the School District, including employee 
assistance and health advocate programs.   
 

17. Oversee all other voluntary deduction programs for the School District, including AFLAC insurances.   
 

18. Serve as the primary administrative contact for the operation of the Sick Bank programs for the School 
District. Maintain participation and balance records. 
 

19. Supervise payroll and leave processing and serve as a backup in emergency situations. Prepare annual salary 
and benefit letter for all employees. 
 

20. Assist in the development and monitoring of the School District budget relative to salaries and benefits. 
 

21. Oversee tracking of clearances for all School District staff, substitutes, contractors, and volunteers. 
 

22. Respond to questionnaires, surveys, and correspondence from research or professional organizations 
requesting information on the school district’s personnel program. 

 
23. Attend School District safety committee and wellness committee meetings. 

 
 
QUALIFICATIONS:           Bachelor’s degree required 
 Minimum of five (5) years of progressive experience in the human resources field 

or the equivalent combination of education and experience required 
 Masters’ or legal degree beneficial 

Must possess understanding of employment laws and regulations, including 
knowledge of Pennsylvania school district employee requirements 

Experience with health insurance management, workers compensation 
insurance, and FMLA desired 

Accounting knowledge beneficial 
Submission of pre-employment medical examination 
Submission of employment clearances 
Such alternatives to the above qualifications as the Board may find appropriate 

and acceptable 
 
 

PHYSICAL DEMANDS: Ability to reach above and below the waist 
Ability to use fingers to pick, feel and grasp objects 
Ability to use both hands for repetitive motion 
Some bending, stooping, kneeling and twisting of the body required 
Ability to lift and/or carry supplies and/or papers weighing no more than 20 lbs. 
Ability to mostly sit with some standing or walking/moving throughout the work 

environment 
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SENSORY ABILITIES: Visual acuity 

Auditory acuity 
 
 

WORK ENVIRONMENT: Typical office environment 
Subject to inside environmental conditions 
 
 

TEMPARMENT: Must possess excellent interpersonal and communication skills 
 Must possess physical and mental stamina to work under stress 
 Must have ability to handle difficult calls and interactions appropriately 
 Must be capable of complying with confidentiality requirement 

Must be cooperative, congenial, and service-oriented 
Must be able to work as part of a team 
Must be able to work in an environment with frequent interruptions 
Must be detail oriented 
Must be self motivated 
 
 

COGNITIVE ABILITY: Ability to follow written and verbal directions 
Ability to read and write 
Ability to communicate effectively 
Ability to organize tasks 
Ability to handle multiple tasks 
Ability to exercise good judgment 
 

SPECIFIC SKILLS: Must exhibit proficiency in computer skills, including Microsoft Office 
Must possess business and general office skills 
Ability to operate office equipment 
 

 
(Reasonable accommodations may be made to enable a qualified individual with a disability or disabilities to perform 
the primary duties and responsibilities of the job.) 

 
 

 
 


