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FNSBSD JOB DESCRIPTION 

Job Title: Assistant Director of Human Resources 

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

Days/Months: 12 months Grade: 9 

Job Summary 
The assistant director of human resources is responsible for routine oversight of human resource 
functions including benefits plan administration, information system and compliance processes, 
mandatory training requirements, and employee relations.  
 
Essential Job Functions 
Oversees the coordination and management of the district’s benefit plan, to include the information 
systems and databases.  
 
Represents the district’s interests in various meetings related to health and other benefit plan 
provisions.  
 
Oversees and ensures compliance with both state and federal laws, including but not limited to family 
and medical leave, and the affordable care act. 
  
Oversees compliance with mandatory training requirements for staff district-wide.  
  
Oversees the internal investigation processes and leads regularly scheduled case management team 
meetings.  
 
Assists in the preparation of district hearings and meetings in cases regarding employee discipline 
and/or termination, to include conducting research, preparing written statements, and gathering 
evidentiary information.  
 
Recommends to the executive director of human resources resolutions to grievances and other 
employment disputes.  
 
Non-Essential Job Functions 
Performs other job-related duties as assigned. 
  
Equipment Used 
Standard office equipment is used in performing the primary functions of the job. 
  
Independent Decisions 
Independent decision-making expected. Works with significant independence and is relied upon to 
routinely exercise good judgment in all decisions. 
  
Primary Working Contacts 
Extensive contact with building principals and supervisors, administrative center administrators, and 
district employees. 
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Responsibility for Cash, Equipment, Safety 
Responsible for appropriate use of district P-card (purchasing card), for work-related purchases that are 
approved in advance by the executive director of human resources or the chief financial officer. 
  
Supervision Received and Exercised 
Works under the executive director of human resources and supervises designated human resources 
staff. Position directly supervises the benefits and training staff and the HRIS system administrator. 
Position reports to the executive director of human resources, but may also report independently to the 
chief operations officer for purposes of benefit plan administration and borough risk management 
related processes. 
  
Unusual Working Conditions 
Attendance at evening meetings may be required; workload may be stressful. 
 
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. Bachelor’s degree in human resources management, business administration, or a related 
field. 

2.  Three (3) years of management-level experience in human resources to include related 
legal/regulatory and compliance duties, experience administering employee benefit plans 
and developing, implementing, presenting training programs, and employee and labor 
relations. 

3. Excellent communication, training, and presentation skills. 
4. Proven time management, project management, planning, and organizational skills. 
5. Excellent problem-solving skills to analyze issues, create plans of action and reach 

solutions. 
6. Strong knowledge of employment applicable to federal, state, and local laws and 

regulations. Specific knowledge required to satisfactorily perform the functions of the job 
including state and federal employment laws, i.e., FMLA, COBRA, ADA, ACA, and 
Workers’ Compensation. 
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7.  Ability to communicate effectively, verbally, and in writing, to all levels of staff and 
management, expressing ideas and instructions clearly and concisely. 

8.  Ability to exercise excellent judgment when making decisions independently. 
9.  Demonstrated ability to handle sensitive matters with discretion and to apply strong 

facilitation, negotiation, and conflict resolution skills. 
10. Ability to think strategically and translate strategies into actionable plans. 
11. Ability to identify and implement process enhancements. 
12. Ability to work collaboratively with a significant diversity of individuals and/or groups and 

assist them in resolving issues. 
13. Ability to hold the highest degree of confidentiality with all sensitive information. 

  
The following are preferred: 

1.  PHR or SPHR certification. 
2.  Master’s degree in human resources management, business administration, or a related 

field. 
  
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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