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SAMPLE JOB DESCRIPTION
RAMAPO COLLEGE OF NEW JERSEY
JOB DESCRIPTION
TITLE: Associate Director of Human Resources (Associate Director 2, D27)

INCUMBENT : (If applicable)

UNIT/DIVISION:

DATE: April 21, 2004

JOB SUMMARY

Under the direction of the Director of Human Resources, provides general oversight to various
activities of the Department of Human Resources such as employment/staffing, classification and
compensation, performance and disciplinary matters. Manages specific activities such as
programming and training and has primary responsibility for the IT function of the department. This
includes ensuring the accuracy and integrity of the HRS database; providing training and system
support to users within HR and outside HR; ensuring interface with other functional areas such as
CCIS, Payroll, Business Services, Position Control, Budget and Fiscal Planning. The position is
specifically dedicated to the migration from SCT HRS Plus to SCT Banner HR and the maintenance
and enhancement of SCT Banner HR. Responsible for improving efficiencies within all functional
areas of Human Resources by using technology and providing systematic solutions to problems. Acts
with the authority of the Director in her absence.

DUTIES

Assists Director in establishing short term and long range unit goals and develops policies and
procedures in accordance with College policies, goals, and objectives. Acts with the authority of the
Director in her absence.

Provides general oversight to various HR functions such as employment/staffing, classification and
compensation, and performance and disciplinary matters. Oversees the staffing function including
the recruitment of classified and unclassified staff and the certification process for classified staff.

Manages the human resources information system in coordination with CCIS and the Manager of
Employee Services and Records, including maintenance of applicable data files to comply with
federal and state regulations, contractual agreements and Board policy. Responsible for reporting,
security and training for the human resources information system. Acts as liaison with other
departments to optimize functionality of integrated applications.

Serves as system resource manager for the data function within HR. In coordination with the
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applications to ensure continued operations and reporting efficiency. Works closely with the CCIS
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Working knowledge of SQL, Oracle, Microsoft Office Suite and HTML strongly preferred.

ADDITIONAL KNOWLEDGE/SKILLS/ABILITIES

This position requires excellent analytical and problem-solving skills, understanding of HR systems
and project management techniques. Functional HR/Benefits/Payroll processes expertise a must.
Ability to work effectively in a team environment and with all levels of the organization in a
collaborative way is required. Must possess outstanding interpersonal skills, a strong customer focus,
and excellent skills in administration, organization, negotiation, writing, presentation and training.
Demonstrated ability to research and generate solutions. Demonstrated ability to effectively manage
multitask operations/projects, establish workload priorities, balance diverse tasks, work on multiple
projects simultaneously, and deal with confidential and sensitive matters in a professional manner.
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