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Assistant Superintendent for Employee Services 

 
Job Descrip.on:  Under the direc6on of the Superintendent of Schools, the Assistant Superintendent for 
Employee Services provides execu6ve level leadership to oversee the implementa6on of a service based and 
comprehensive Employee Services Department. The Assistant Superintendent plans, organizes, leads, and 
manages all aspects of the opera6on of the Department.  
 
Reports To: Superintendent of Schools 
 
Qualifica.ons: 

• Bachelor’s degree in human resources required.  Advanced degree and/or HR cer6fica6on such as 
AASPA, MSBO, and/or SHRM preferred. 

• Successful, relevant leadership experience required. Minimally seven years of progressively responsible 
experience in human resource management. 

• Comprehensive knowledge and extensive experience in elements of human resources such as Fair 
Labor Standards Act, labor regula6ons, safe work compliances, collec6ve bargaining engagement, 
fringe benefit administra6on and personnel policies. 

• Capacity to maintain and uphold District organiza6onal legal compliance through regular review of 
applicable labor regula6ons including areas unique to school personnel. 

• High ap6tude for strategic planning, decision-making, problem-solving and communica6ng.  
• Embraces accountability and responsibility for human resource oversight for one of the area’s largest 

public employers.  
• Maintain integrity of confiden6al informa6on rela6ng to students, staff, or district patrons. 
• Ability to prepare and deliver wriWen material (leWers, memorandums, policies, etc.) and oral 

presenta6ons in a concise, clear, and effec6ve manner to employees, parents, and key stakeholders, 
including the Board of Educa6on. 

• Demonstrated commitment to work collabora6vely, build upon and maintain posi6ve rela6onships 
with all District personnel including leadership, organized bargaining units, third party contractors, and 
community members.  

• Ability to implement appropriate efforts to recruit and retain the highest level of personnel for the 
organiza6on, reflec6ve of the culturally diverse educa6onal community. 

Responsibili.es: 
Strategic partnership 

• Ensure excellence, equity, and access for all students. 
• Ensure the Employee Services department reflects and supports the UCS Empowered Strategic Plan 

(vision, mission, core values, strategic ini6a6ves, desired outcomes, strategic ac6ons, and key progress 
indicators). 
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• Develop and provide for the short and long-term strategic planning for U6ca Community Schools as it 
relates to posi6on control, staffing, succession, budget, compliances, and other areas of human 
resources. 

Leadership and management 
• Serve as a member of the Execu6ve Leadership Team and a direct report to the Superintendent of 

Schools. 
• Partner with the members of the Execu6ve Leadership Team and other district and school-based 

leaders to collabora6vely carry out district ini6a6ves and address challenges.  
• Provide oversight for the Employee Services departmental budget as well as expenditures rela6ng to 

human resources service contracts, and related professional and legal support. 
• Prepare agenda items for Board of Educa6on mee6ngs, aWend all regularly scheduled Board mee6ngs, 

present reports on behalf of the Superintendent of Schools during Board mee6ngs, and facilitate Board 
subcommiWee mee6ngs as requested. 

• Present reports on behalf of the Superintendent of Schools during Board of Educa6on mee6ngs.  
• Par6cipate in district wide projects that may expand beyond Employee Services such as school funding, 

enrollment distribu6on, or capital projects commiWees.  
• Provide induc6on, professional learning, task assignment, mentoring, supervision, and evalua6on for 

the members of the Employee Services team.  
• Provide leadership to plan and facilitate professional learning for district and school-based 

administrators regarding applicable federal and state laws, Board of Educa6on policies, and Employee 
Services prac6ces. 

• Assume responsibility for own professional growth and development; for keeping current with 
applicable federal and state laws, rules and regula6ons; human resource prac6ces; and aWending 
professional mee6ngs and conferences.   

• Provide leadership to leverage technology to support applicant tracking, security and reten6on of 
employee records, accurate repor6ng, and other appropriate func6ons within the Employee Services 
Department. 

Recruitment and reten6on 
• Provide expert leadership in all areas of personnel including but not limited to pre-employment, 

recruitment, selec6on, contracts, onboarding, collec6ve bargaining, placement, professional 
development, performance evalua6on, and retainment of personnel. 

• Establish regularly evolving processes for dynamic elements such as addressing cri6cal shortage 
posi6ons, recrui6ng, and retaining personnel reflec6ve of a culturally diverse educa6onal community.  

Legal and compliance 
• Provide oversight for applicable FOIA, PERA, subpoenas, and other informa6on requests. 
• Serve as District inves6ga6ve/compliance officer for personnel concerns raised through the internal or 

policy process.  
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• Serve as District compliance officer for personnel maWers rela6ve to claims of discrimina6on or 
harassment including but not limited to filings through EEOC, OCR and MDCR, Title VI, Title IX, the Age 
Discrimina6on Act, ADA, and Sec6on 504.   

• Consult with district legal counsel to proac6vely carry out the func6ons of the Employee Services 
Department and respond to formal complaints. 

• Ensure district personnel protocols, prac6ces, policies and related rules and regula6ons are maintained 
for compliance and organiza6onal compa6bility, including the recommenda6on and development of 
new or modifica6on to exis6ng policies and/or procedures as applicable.  

• Uphold District organiza6onal compliances by regularly providing applicable personnel guidance to 
District and school-based leaders that includes related guidance documents, memorandums, 
workshops, tutorials, etc. for all personnel. 

Employee and community rela6ons 
• Serve as District chief nego6ator for the Board of Educa6on, collec6vely bargain in good faith with 

affiliated units, nego6ate contracts with all non-affiliated personnel. 
• Ensure all contracts and collec6ve bargaining agreements and related elements are appropriately 

applied, including the review and determina6on of disputes regarding contract applica6on and 
interpreta6on, and serve as the officer for applicable level grievance hearings. 

• Establish and maintain posi6ve working rela6onships with colleges, universi6es, and other post-
secondary ins6tu6ons providing interns and furnishing candidates for posi6ons requiring cer6fica6ons.  

• Maintain posi6ve public rela6ons with District stakeholders and within the greater community 
including ensuring responsive and effec6ve resolu6ons to expressed concerns. 

• Establish and maintain effec6ve communica6ons and posi6ve working rela6onships with federal, state, 
county, city, township, and local school district officials rela6ve to assigned areas of responsibility.  

Compensa6on and benefits 
• Provide expert leadership in all areas of personnel support func6ons including but not limited to 

cer6fica6ons, licensing, employee benefits, unemployment, workers compensa6on, COBRA, repor6ng, 
and re6rement.  

Record keeping and repor6ng 
• Provide reliable execu6ve-level input for District determina6ons including reports and data to the 

Superintendent of Schools related to human resources and related func6ons, including but not limited 
to staffing as well as salary and benefit compara6ve studies.  

• Ensure the implementa6on of staff record-keeping programs and procedures to meet federal, state, 
and local requirements concerning cer6fica6on, tenure, seniority, longevity, benefits, aWendance, and 
other aspects of labor, including Michigan Employment Rela6ons Commission (MERC) filings, U.S. 
Department of Labor repor6ng, and Registry of Educa6onal Personnel (REP).  

Assumes other du6es as assigned by the Superintendent of Schools. 


