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FNSBSD JOB DESCRIPTION 

Job Title: Employee Relations Specialist 

Supervisor: Director of Labor Relations Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 7 
 
Job Summary 
Conducts complex, highly sensitive, and confidential investigations stemming from concerns or 
complaints that involve alleged violations of policies, contract, or the law by school district 
personnel. Provides support and guidance to administrators and supervisors during the 
investigation process.  
 
Essential Job Functions 
Serves as contact for information related to concerns or complaints that involve alleged 
violations of policies, contract, or the law by school district personnel.  
 
Collaborates with assigned administrative staff in assembling information, investigating, 
collection data and preparing written response and other records. Identifies the level of 
investigation required and conducts or advises on the internal investigation process. Compiles 
and analyzes physical and documentary evidence. 
 
Provides advice and counsel to managers and supervisors regarding personnel practices and 
actions. 
 
Prepares and presents investigation reports and summaries to management, including 
recommendations on preventative and remedial action to be taken.  
 
Serves as the primary advisor for the Americans with Disabilities Act (ADA) program. 
Maintains district files and records for all complaints, investigations, and other related matters.  
Provides ongoing training, professional development, support, and resources to supervisors on 
the district’s progressive discipline and performance management processes. 
 
Assists in the grievance and arbitration process. 
 
Maintains current knowledge of relevant negotiated agreements, applicable provisions of 
federal, state, and district laws, rules, and regulations.  
 
Non-Essential Job Functions 
May participate in union negotiations as needed.  
 
Performs other job-related duties as assigned.  
 
Equipment Used 
Usual office related equipment, including computer and printer. 
 
Independent Decisions 
Makes independent decisions on day-to-day handling of issues and requests for assistance.  
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Primary Working Contacts 
Works closely with principals, employees, supervisors, district administrators, and bargaining 
unit representatives. 
 
Responsibility for Cash, Equipment, Safety 
None. 
 
Supervision Received and Exercised 
None given; works under the supervision of the director of labor relations.  
 
Unusual Working Conditions 
Position may involve stress due to the high volume of work, the sensitive or political nature of 
the work, and strict adherence to deadlines. Travel to and from schools is required.  
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. A bachelor's degree in human resources, labor relations, or a related major social 
science field. A combination of college coursework and relevant training or professional 
development may substitute for degree.  

2. Four (4) years of experience in complaint resolution, conducting employment-related 
investigations to include experience in drafting and presenting investigation reports, or 
employment contract interpretation. Investigation experience preferred. 

3. Excellent organizational and analytical skills. 
4. Highly developed written and verbal communication skills required in order to complete 

and present concise and logical analytical reports. 
5. Strong skills in conducting legal research as well as understanding, interpreting, and 

applying relevant federal and state laws and regulations to employment and education 
issues. 

6. Must have knowledge of investigation practices and techniques, employment and labor 
law, collective bargaining practices, grievance handling, mediation, arbitration, contract 
administration, discipline, and other employment practices.  
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7. Must have the ability to handle situations involving confrontation and conflict; to identify 
problems, organize facts, and design a plan for resolution; to define issues and 
determine appropriate responses. 

8. Must be able to manage highly sensitive confidential information. 
9. Must be able to travel to various schools and offices within the Fairbanks North Star 

Borough. While driving on district business, must hold a valid driver’s license, current 
insurance, and vehicle registration. 
 

The following is preferred: 
1. Human Resources experience is strongly preferred. 
2. Experience in union negotiations. 
3. Experience in the public sector and working in a unionized environment. 

 
Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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