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LOS ANGELES COMMUNITY COLLEGE DISTRICT CLASS SPECIFICATION 

PERSONNEL COMMISSION CLASS CODE 5007 

 

ASSISTANT DIRECTOR, HUMAN RESOURCES OPERATIONS 

 

DEFINITION 

 

Under the direction of the Vice Chancellor, Human Resources, plans, organizes, and directs the day-to-day 

human resources operations related to employment processing, personnel transactions, academic 

classification and compensation, academic recruitment and selection, data collection and reporting, 

employee records, and other related human resources operations.  

 

TYPICAL DUTIES 

 

Plans, organizes, directs, and reviews the work of professional, technical, and clerical staff engaged in 

performing duties related to hire processing, leave administration, job classification coding, salary rates 

and differentials, recruitment and selection of faculty and educational administrators, academic 

compensation and classification studies, data collection and reporting, performance evaluations, and 

other related functions according to state, local, and District rules and regulations. 

Develops, recommends, evaluates, and implements policies, rules, procedures, and standards related to 

assigned human resources operations to improve efficiency and effectiveness of provided services. 

Provides technical advice and guidance to District administrators on complex human resources operation 

matters. 

Confers with administrators, union representatives, employee representatives, employees, and 

representatives of public and private agencies concerning various human resources operation matters. 

Directs or conducts data studies related to assigned human resources operations, reviews the interpretation 

of data, and recommends changes. 

Evaluates information technology systems applicable to human resources operations and recommends 

improvements and/or necessary changes that increase efficiency and effectiveness. 

Analyzes state legislative and administrative decisions, laws, regulations, and policies to determine their 

impact on assigned human resources operations, and makes recommendations on how to implement 

new requirements. 

Provides research and analysis services to assist in the collective bargaining process. 

Directs and prepares correspondence, reports, and presentations regarding assigned human resources 

operations. 

Coordinates the work of the assigned units with other operational units of the District.  

Directs and/or participates in the training of unit staff to ensure proficient performance and a productive 

environment. 

Coordinates and participates in training programs related to human resources operations for employees 

District-wide. 

Directs employee services related to security badging, fingerprinting, LiveScan administration, TB testing, 

and other related services. 

Directs the administration of the tuition reimbursement program and verification of collective bargaining 

contract compliance, completion requirements, and reimbursements amount. 

Directs the preparation, revision, and distribution of human resources guides, memos, and other related 

personnel forms. 

Directs the maintenance of academic and classified personnel files. 

Directs the issuance of financial credit verifications and service verifications. 

Directs the preparation of the academic calendar. 

Develops the budget for the assigned operational areas and reviews and controls expenditures of funds. 

Represents the Division of Human Resources at various councils and committee meetings on-and off-site, as 

designated.  
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TYPICAL DUTIES (Cont.) 

 

Assumes responsibility on designated matters in the absence of the Vice Chancellor, Human Resources. 

Performs related duties as assigned. 

 

 

DISTINGUISHING CHARACTERISTICS 

 

An Assistant Director, Human Resources Operations, under the direction of the Vice Chancellor, Human 

Resources, plans, organizes, and directs the day-to-day human resources operations related to employment 

processing, personnel transactions, academic classification and compensation, academic recruitment and 

selection, data collection and reporting, employee records, and other related human resources operations.  

 

A Vice Chancellor, Human Resources, is the executive directing the operations of the District’s human 

resources, employment compliance, and employer-employee relations units. 

 

SUPERVISION 

 

General supervision is received from the Vice Chancellor, Human Resources.  Immediate supervision is 

exercised over professional, technical, and clerical employees. 

 

CLASS QUALIFICATIONS  

 

 Knowledge of: 

 

Policies, procedures, and practices of public human resources operations 

Principles and techniques of recruitment, selection, classification, compensation, organizational 

analysis, and staffing 

Laws, rules, regulations, policies, procedures, and collective bargaining agreements related to employee 

assignments, compensation, recruitment, fringe benefits, equal employment opportunity and 

affirmative action 

Use and capabilities of personnel/payroll systems  

Purposes, functions, policies and practices of human resources departments 

Principles and methods of research and analysis used in human resources operations 

Principles and procedures of budgeting 

State legislative processes and procedures 

Current trends and development in human resources operations and related fields 

Principles of organization and management 

Principles of supervision, training, and human relations 

Organization, functions and inter-relationships of operating units of the District 

Capabilities of computer applications, systems, and hardware used in human resources operations 

 

Ability to:  

 

Plan, organize, and direct the day-to-day activities of various human resources operations   

Interpret and apply applicable rules, laws, procedures, and bargaining agreements related to assigned 

human resources operations 

Develop and execute policies, rules, regulations, and procedures and internal controls 

Analyze and evaluate the effectiveness of policies, programs, systems, and standards involving 

assigned human resources operations 

Recognize critical problems, develop and evaluated data, determine solutions, assess alternatives, and 

make sound recommendations 
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Ability to:  (Cont.) 

 

Prepare and present written and oral reports on a variety of human resources operation policies, 

procedures, decisions which are comprehensive and meet legal requirements 

Stimulate teamwork and promote cohesiveness toward the achievement of goals 

Train, supervise, and motivate assigned staff 

Anticipate conditions, plan ahead, establish priorities, and meet schedules 

Effectively utilize human resources information and documentation systems in the performance of 

duties 

Exercise tact and good judgment in explaining rules, procedures, and programs 

Maximize use of available human, fiscal, and physical resources 

Apply statistical and research techniques to aid in resolving human resources operation related 

problems 

Maintain poise and exercise good judgment in challenging situations 

Establish and maintain effective working relationships with all levels of District administrators, 

employees, and representatives of public agencies and private organizations 

Travel to off-site meetings 

Learn specialized computer applications 

 

ENTRANCE QUALIFICATIONS 

 

 Education: 

 

Graduation from a recognized four-year college or university, preferably with a major in human 

resource management, industrial and organizational psychology, business administration, public 

administration, or a related field. 

 

 Experience: 

 

Five years of full-time paid professional-level paid experience in human resources work such as 

recruitment and selection, job classification, wage and salary administration, human resources 

systems and operations, or other related areas.  Two years of the required experience must have been 

in an administrative or supervisory position in a human resources department of a public agency. 

Experience with academic employment is desirable. 

  

Special: 

 

A valid Class “C” California driver’s license. 

Travel throughout the District is required. 
 

 

Reasonable Accommodation  

 

Our class specification generally describes the duties, responsibilities, and requirements characteristic of the position(s) 

within this job class.  The duties, responsibilities, and requirements of a particular position within this class may vary from 

the duties of other positions within the class. 

 

In accordance with the Americans with Disabilities Act (ADA), the Los Angeles Community College District provides 

reasonable accommodation to qualified individuals with covered disabilities on a case-by-case basis throughout the 

application, examination, and hiring processes and throughout employment.   If an individual is in doubt about his or her 

ability to perform the duties and responsibilities of a position or possession of any other requirement noted in a class 

specification or job announcement, he or she should always apply for a position and request reasonable accommodation at the 

appropriate time.  


