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FNSBSD JOB DESCRIPTION 

Job Title: Assistant Director of Labor and Employee Relations 

Supervisor: Executive Director of Human Resources Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 8 
 
Job Summary 
As part of the core human resources leadership team, the assistant director of labor and 
employee relations plans and coordinates labor relations activities for the district; analyzes and 
interprets collective bargaining agreements; facilitates the collective bargaining process; and 
develops and maintains effective working relationships with union and district leadership. 
 
Essential Job Functions 
Structures and maintains district processes related to administrative functions within the various 
collective bargaining agreements.  
 
Oversees the employee investigation and disciplinary process. Provides oversight of employee 
investigations, conducts employee investigations, and provides training to others on proper 
employee investigation procedures.  
 
Leads regularly scheduled administrative support team meetings. 
 
Investigates and addresses grievances filed by employees and/or labor unions in a 
comprehensive, timely manner.  
 
In conjunction with the executive director of human resources, prepares for and conducts district 
hearings and meetings in cases regarding employee discipline and/or termination, to include 
conducting research, preparing written statements, and gathering evidentiary information.  
 
Assists supervisory staff in responding to grievances. Represents the district’s interests in 
grievance and arbitration processes. Provides recommendations for resolutions to grievances 
and other employment disputes. 
 
Provides guidance and expertise to district administrators and department heads on labor 
relations matters.  
 
Interprets and administers collective bargaining agreements for classified and certified 
employees. 
 
Provides ongoing training, professional development, support and resources to supervisors on 
the district’s progressive discipline and performance management processes.  
 
Maintains professional competence in the field of labor relations and a working knowledge of 
labor relations issues and trends on a local, state, and national level. 
 
In conjunction with the executive director of human resources, develops recommendations for 
policy development or modification of school board policies and/or administrative regulations 
pertaining to labor relations. 
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Plans, directs, evaluates, and reviews the work of subordinate employees. 
 
Non-Essential Job Functions 
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. 
Makes recommendations to the executive director of human resources on significant 
employment matters. 
 
Primary Working Contacts 
Works closely with principals, supervisors, district administrators, and bargaining unit 
representatives. 
 
Responsibility for Cash, Equipment, Safety 
None. 
 
Supervision Received and Exercised 
Works under the supervision of the executive director of human resources. Supervises various 
support staff members. 
 
Unusual Working Conditions 
Position will 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 required. Evening work 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. 
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Job Qualifications 
The following are required: 

1. Bachelor’s degree in human resources, labor relations, or one of the major social 
science fields. Related experience at a comparable level may be substituted on a year 
for year basis. 

2. Five (5) years of experience in labor and/or employee relations to include: participation 
in collective bargaining; administrative oversight of collective bargaining agreements; 
development and implementation of performance management techniques and 
corrective action strategies; facilitation of workplace investigations and grievance 
processing. 

3. Excellent leadership, organization, and management skills. 
4. Excellent written and verbal communication skills in English. 
5. Must be able to conduct legal research as well as understand, interpret, and apply 

relevant federal and state laws and regulations to employment and education issues. 
6. Excellent skills in the use of Microsoft Office programs. 
7. Knowledge of employment and labor law, grievance handling, mediation, contract 

administration, discipline, and other employment practices. 
8. 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. 

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 
vehicle insurance and registration. 
 

The following are preferred: 
1. Degree in law or labor relations. 
2. Labor relations experience in public education environment. 
3. Experience as chief negotiator. 

 
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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