
 

SKAGIT 911 JOB DESCRIPTION 

HUMAN RESOURCES COORDINATOR 
Reports To:  EXECUTIVE DIRECTOR 

3/11/2020 
 

SUMMARY 

Under the direct supervision of the Executive Director, the Human Resources Coordinator is a manager 
level position and part of a collaborative work team.   

The Human Resources Coordinator is a member of the administrative team which reports and makes 
recommendations to the Executive Director and Skagit 911 Board of Directors.  The Human Resources 
Coordinator is responsible for assisting in all labor negotiations, administrating active labor contracts, 
and investigating grievances.  Additional responsibilities include human resources legal compliance; 
personnel policies; administration of personnel benefits; strategic leadership in employee morale and 
development; recruitment and retention; compensation and benefits; and employee training.  The 
Human Resources Coordinator may also assist the administrative staff with risk management 
responsibilities. 

This is an FLSA Exempt position. 

ESSENTIAL FUNCTIONS 

Plans, organizes and directs all human resource services and activities; recommends and administers 
personnel policies and procedures. 

Assists administrative team in labor relations negotiations; serves as Chief Negotiator as assigned; 
administers collective bargaining agreements; reviews and resolves grievances and other labor issues; 
advises and updates Executive Director, Operations Manager and applicable departments regarding 
negotiation status.  Assists departments with matters and concerns related to labor relations. 

Assists administrative team with development of risk reduction, transfer and prevention practices and 
policies; and reports incidents, injuries, accidents and losses. 

Provides support and guidance to department heads and other supervisory personnel regarding 
personnel policies and procedures, conflict identification and resolution, training, disciplinary actions, 
and other sensitive personnel issues; reviews disciplinary issues and advises on legal and appropriate 
degree of action. 

Coordinates Skagit 911’s safety program; develops policies and procedures and ensures compliance 
with OSHA/WISHA regulations; serves as liaison to Labor and Industries for work-related injuries and 
illnesses. 

Administers and maintains the employee classification and compensation plan, involving preparing and 
revising job descriptions, performing reclassification analysis, and recommending position assignments 
to appropriate salary ranges. 

Administers employee benefits programs; recommends appropriate changes. Oversees ADA and 
develops a health and wellness program and raises employee awareness of associated incentives.  

Oversees the recruitment, selection, and promotional processes. 



 

Administers federal, state, and City regulations including Fair Labor Standards Act, OSHA/WISHA, Family 
Medical Leave Act; serves as Affirmative Action and EEOC Officer. 

Provides strategic planning and analysis of organizational structure, training, employee development 
and employee performance evaluations in collaboration with the Skagit 911 administration team. 

Researches and assesses the impact of new legislation and case law and recommends changes to 
Skagit 911’s personnel policies or practices. 

Attends and participates in professional group meetings; stays abreast of new trends and innovations in 
the field of human resource management. 

Maintains cumulative records, making periodic audits as necessary. 

Performs other duties as assigned. 

 

KNOWLEDGE, SKILLS and ABILITIES 

Knowledge of: 

 Principles and practices of administering human resources. 
 Principles and practices of public safety personnel administration, labor relations and union 

contract administration. 
 Federal, State and local safety laws and regulations. 
 Equal Employment and Affirmative Action laws, procedures and requirements. 
 Research methods, data collection and sampling techniques and statistical analysis. 
 Federal, State and local laws, rules and regulations related to assigned activities. 

Skill Level: 

 Excellent interpersonal skills for establishing and maintaining effective working relationships with 
employees, agency customers, vendors and the public. 

 Superior customer service skills required including a positive customer service orientation, with 
both internal and external contacts. 

 Compiling, organizing, summarizing and communicating complex, detailed material for all 
audiences. 

 High level of accuracy and attention to detail. 
 Excellent written and verbal communications skills. 
 Excellent proofreading and editing skills 
 Competency in numerous software programs and Microsoft application including Word, Excel, 

PowerPoint and Outlook. 

Ability to: 

 Maintain regular, predictable and reliable attendance. 
 Maintain confidentiality and communicate with tact and diplomacy. 
 Administer, develop and implement human resources programs, policies, and projects. 
 Provide human resources advice to Skagit 911’s administrative team and employees. 
 Perform a variety of professional human resources duties involving recruitment, selection, testing 

and classification analysis. 
 Read, interpret, apply and explain rules, regulations, contract requirements, policies and 

procedures. 
 Interact courteously and effectively with persons from diverse occupational and socio-

economic backgrounds. 



 

 Analyze situations accurately and adopt an effective course of action. 
 Work under pressure, meet deadlines, and exercise independent judgment and initiative within 

established guidelines. 
 Organize, prioritize, and expedite assigned work and workflow in an environment of frequent 

interruptions. 
 Work around, and with, confidential information, and exercise proper discretion in its 

dissemination in accordance with Skagit 911 policy, and with State and Federal law. 
 Represent Skagit 911 in a professional manner via personal, telephonic and written means. 
 Establish and maintain effective working relationships with co-workers, superiors, other agencies 

and the public. 

 

EDUCATION AND EXPERIENCE 

A combination of education and related experience sufficient to provide the requisite knowledge, skills 
and abilities may substitute for education requirements. 

 Bachelor’s degree in Human Resources or a related field. 
 At least four years of progressively responsible human resources administration experience. 
 Experience working in a union labor environment, including negotiations and contract 

administration. 
 Experience with employee medical benefit plan design and administration (including work with 

self-insured plans) preferred. 
 Public sector human resources experience preferred. 

Any of the following certifications are preferred but not required: 

 SHRM-Senior Certified Professional (SCP) 
 SHRM – Certified Professional (CP) 
 IPMA-HR Senior Certified Professional 
 Senior Professional in Human Resources (SPHR) 
 Professional in Human Resources (PHR) 
 Certified Compensation Professional (CCP) 
 Compensation Management Specialist (CMS) 
 Certified Labor Relations Professional (CLRP) 

 

PHYSICAL REQUIREMENTS/WORKING CONDITIONS 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

 Work is performed primarily in an office environment and requires the ability to quickly adjust to 
changing priorities and demands. 

 While performing the duties of this job, the employee is frequently required to sit, use a keyboard 
and telephone. 

 Must work with the public and employees, some of whom may be irate, upset or disturbed. 
 Travel by various modes of private and commercial transportation may be required. 
 Attendance and participation at evening meetings may be required. 

 

OTHER REQUIRMENTS 



 

Must be able to pass a pre-employment background check. 

Valid Washington State driver’s license required. 

Must be able to pass a pre-employment polygraph. 

 


