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SENIOR HUMAN RESOURCES CONSULTANT
Administrative Services Division

Direct Employment Opportunity


Recruitment Number:  13 ADM HRC4 0401
Classification: Human Resources Consultant 4 (119H)

Status: Full-Time, Permanent
Location:  Tumwater, WA
Salary: $3991 to $5233 per month (Range 58)

Posting Date:  March 14, 2013
Closing Date:  Until Filled
This recruitment will be used to fill this position only.  Applications will be reviewed upon receipt.  The hiring authority reserves the right and may exercise the option to make a hiring decision at any time.  It will be to the applicant’s advantage to submit materials as soon as possible. 


AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Legacy Program and the Combine Fund Drive.  Visit our website at:  www.sos.wa.gov.

POSITION SUMMARY
As an expert human resources professional, the Senior Human Resource Consultant 4 (HRC4), provides effective and efficient consultation to management and staff on a wide variety of complex HR activities, such as: federal/state laws, WAC 357, agency policies/procedures, the WFSE Master Agreement, employee and supervisor training, organizational development and other sensitive human resource issues.  
These assignments often require proactive intervention and a high degree of confidentiality on issues such as Family and Medical Leave, L&I claims management, and American’s with Disabilities Act reasonable accommodation.   This position is responsible to independently prioritize assignments and may be the designated lead for a project or the work of other human resources team members.
REQUIRED QUALIFICATIONS
· Bachelor’s degree with focus on business, human resources, social or organizational behavioral sciences, public administration or related field.  Additional qualifying experience as noted below may be substituted for education on a year-for-year basis.
· Four years of full-time human resources experience with primary responsibility for a combination of at least four of the following HR functions:

· Recruitment: Working with management to design effective and efficient recruitment strategies, publish job announcements, developing selection tools (E&T exams, supplemental questionnaires, rating keys, interview/reference check questions).

· Human Resources Technology Systems: Using the Human Resource Management System (HRMS) or other information technology to manage employee data.  Generating and formatting routine activity reports from HRMS or another human resources database system to provide accurate support for all HR functions.

· Classification/Compensation: Reviewing and analyzing position allocation requests against class plan; determining proper allocation and compensation levels for positions: conducting class studies, and preparing board exhibits.

· Reasonable Accommodation: Modifying policies, practices, and work environment for affected individuals in accordance with the ADA, state laws, and agency policy. 

· Consultation: Advising managers, supervisors, and employees on a variety of HR functions, such as hiring practices, interpretation and implementation of human resources rules and policies, organizational planning activities, and/or performance management.

· Affirmative Action: Developing and updating Affirmative Action Plans and monitoring organizational workforce diversity profiles.

· Labor Relations: Explaining the provisions of contracts to managers and supervisors, consulting with management and the union to resolve workplace issues. 

· Training: Assessing organizational training needs, planning, designing, and delivering organizational wide training programs, developing training objectives, evaluating training effectiveness, and revising training. 

· Corrective/Discipline: Conducting investigations of employee misconduct, drafting counseling memo, letters of expectations/reprimand, and discipline letters.
Note: all experience is calculated as full-time, 40 hours per week or equivalent.  Required experience may be gained concurrently.

DESIRABLE QUALIFICATIONS

· SHRM or other HR related certification.
· One year or more of HRMS and Business Intelligence experience is highly desirable.

· Ability to compile and analyze statistics.

· Demonstrated proficiency as a human resource generalist.

· Demonstrated knowledge of human resources best practices.

COMPENSATION

$3991 - $5233 per month, depending on qualifications.  Washington State offers a full benefits package that includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees’ retirement plan.
Note:  The salary listed above includes a legislatively mandated 3% reduction thru June 29, 2013.
APPLICATION PROCESS

To be considered for this position, please submit the follow information:

1. A letter of interest describing how your experience and qualifications relate to the position summary and required and desirable qualifications

2. A completed employment application form, available at: http://www.sos.wa.gov/_assets/office/OSOSEmploymentApplication.doc 
3. A current resume and three professional references with contact information, including a statement from you granting permission to contact your references

4. Voluntary completion of the applicant profile data form is appreciated.  This form is available at: http://www.sos.wa.gov/office/docs/ApplicantProfileDataForm.doc
Submit all application materials electronically to: recruitment@sos.wa.gov, indicating Recruitment #13 ADM HRC4 0401 in the subject line.  Electronic submission (e-mail) is preferred & original signatures are not required.  Alternatively, you may submit your materials via US Mail to: Office of the Secretary of State, Recruitment, PO Box 40227, Olympia, WA 98504, or fax to: (360) 236-5075.
Note: The act of submitting application materials is considered affirmation that the information provided is complete and truthful.  You understand that the state may verify information and that untruthful or misleading information is cause for removal from applicant pool or dismissal if employed.
The Office of the Secretary of State is an equal opportunity employer (EOE).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 236-5073.
