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WYTHEVILLE COMMUNITY COLLEGE 

Director of Human Resources  -- Posn #FA132 

 

Position Description 

 

 

The Director of Human Resources will serve as the College’s Human Resources Officer and 

manage day-to-day operations of that office, and will serve as the College’s Payroll Manager. The 

Director will work with executive management to determine strategic human resource goals 

consistent with the vision of the College. 

 

The Director’s responsibilities include:  

 

Manage the operations and functions of the Human Resource and Payroll Office. 

 

Serves as a resource to employees and supervisors of the College on all Standards of Conduct, 

employee grievances, and EEO complaints.  Investigates and assists in response to complaints from 

the internal and external sources on behalf of the College; prepares statistical data to meet Federal 

and State requirements pertaining to affirmative action. 

 

Counsels employees and supervisors concerning employment related issues including guidance on 

provisions of WCC, VCCS, DHRM, Federal and State laws, policies and guidelines; serves as a 

liaison between employees and supervisors.   

 

Ensures compliance with EEO/AA guidelines and all applicable laws and policies; provides 

guidance and direction to managers and supervisors for recruitment sources for qualified 

candidates; develops and establishes policies and procedures related to employment that comply 

with VCCS, DHRM, State and Federal laws and/or guidelines. Monitors the interview and selection 

practices for compliance with all applicable laws and policies; develops, administers, and monitors 

policies and procedures for the employment of all hourly wage employees and adjunct faculty. 

Supervises staff in the management of the Recruitment Management System (RMS). 

 

Supervises the processing of full-time payroll and the processing of hourly wage, adjunct, and 

student payrolls, and maintenance of pay data in HRMS and CIPPS systems; reporting 

requirements; tax and benefit calculations within established administration of employee benefits, 

including the preparation and reconciliation of benefit bills, payments, new enrollments, employee 

benefit changes, and the multiple VRS Modernization roles. 

 

Manages and directs the performance management process for classified staff to ensure consistency 

in the application of policy and procedure.  Supervises the evaluation process of hourly wage 

employees. 

 



March 11, 2015 

 

Reviews and evaluates employee work profiles for appropriate role and pay according to the 

DHRM classification policy and ensures consistency in the application of policy and procedure and 

conducts equity reviews to ensure consistency in application of salary and classification. 

 

Evaluates faculty credentials and calculate salary, and conducts equity review for full-time faculty 

pursuant to the VCC-29 Guidelines. Prepares annual faculty salary plan and notifies Deans, Vice 

Presidents, and President of multi-year status and eligibility.  Prepares full-time faculty contracts. 

 

Supervises entering and processing PMIS, BES, and HRMS transactions and the reconciliation of 

employee data; ensures confidentiality of employee data is maintained and reports are submitted 

within appropriate timeframes, and supervises the on-boarding of new employees and maintenance 

of personnel files. 

 

Conducts needs assessments of training requirements for classified and part-time staff; develops 

and/or conducts programs through presentation of in-house and external programs; and supervises 

the management of the Knowledge Center (KC). 

 

Manages the Worker’s Compensation program.  

 

Supervises the time and labor and absence management processes and preparation and submission 

of the leave liability report. 

 

Supervises the full-time recruitment/hiring process. 

 

Advises hiring committees on requirements and best practices to ensure compliance with laws and 

policies. 

 

Updates annually the Employee Handbook, Faculty Handbook (with input from V.P. of 

Instruction), Adjunct Faculty Handbook (with Input from V.P. of Instruction) and Recruitment 

Policy, and other policies and documents specific to the HR function. 

 

Oversees the successful implementation of automated systems to support HR functions. Be 

comfortable and proficient with use of technology and multiple software programs. 

 

Serves on college Standing Committees, including chairing the Affirmative Action Committee. 

 

Meets goals and objectives specified in the College’s Diversity Plan. 

 

Assists Vice Presidents, Deans and Administrators in setting expectations for classified staff 

performance, accountability and service delivery that relate to the goals and objectives of the 

department, division and college. Develops staff competency to enhance customer service, technical 

and functional expertise, and professional growth. Provides appropriate feedback and addresses 

performance issues as they occur. Follows established policies and procedures in conducting 

performance evaluations. Directs, monitors, tracks and recognizes attitudes, behaviors and actions 

that display a genuine desire to provide the highest level of service. Ensures consistency and 

flexibility as needed; obtains data to measure customer satisfaction; and empowers employees to 

improve customer service delivery strategies.  Provides guidance managing all employee groups at 

the college. 
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Ensures that all HR management standards specified by the VCCS are met. Monitors and ensures 

compliance with federal and state laws, rules and regulations and institutional and system policies 

and procedures. Develops, implements and interprets policies and procedures consistent with 

applicable rules and regulations. Oversees compliance audits conducted by Auditor of Public 

Accounts, VCCS Internal Audit and applicable parties. Ensures corrective actions are implemented 

in a timely fashion.   

 

 

Minimum Required Qualifications (Knowledge, Skills, Abilities [KSAs]) 

 

Comprehensive knowledge of State and Federal employment laws and compliance, affirmative 

action, policies and procedures such as benefits and payroll; classification and compensation 

administration; human resources best practices; ability to counsel employees and supervisors and 

provide guidance on policies and procedures; excellent analytical and problem solving skills; 

knowledge and ability to investigate complaints from internal and external sources and prepare 

responses on behalf of the College concerning complaints to outside agencies such as the EEOC, 

DOL, OCR, etc.; and ability and knowledge to conduct training for management and employees. 

 

Broad knowledge of principles and procedures for recruitment, selection, training, compensation 

and benefits, employee relations, conflict resolution and personnel information systems. 

 

Broad working knowledge of human resources concepts and principles; demonstrated analytical 

skills; working knowledge of benefits theories, principles and programs; working knowledge of HR 

information systems and processes and records management principles. 

 

Knowledge of business and management principles involved in strategic planning, resource 

allocation, human resource modeling, leadership techniques, budgeting and financial management, 

and coordination of people and resources. Knowledge of shared services models and concepts and 

business process changes. 

 

Knowledge of principles and processes for providing customer services to meet customer needs and 

quality standards for services, and evaluation of customer satisfaction. 

 

Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems. Understanding of organizational politics and how to work 

with the leadership team to achieve solutions. 

 

Ability to analyze and inspect products, services, or processes to evaluate quality, efficiency, 

effectiveness and performance. 

 

Ability to compile, categorize, calculate, audit and verify human resources information and data.  

 

Ability to prioritize and manage multiple tasks and work in fast-paced environment; ability to work 

with interruptions. Ability to exercise good judgment, discretion and confidentiality.  

 

Ability to communicate effectively orally and in writing with a diverse population.  

 

Ability to establish and maintain effective harmonious work relations with faculty, staff, students 

and the general public. 
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Ability to assess situations, see the “big picture”, address leadership and employees factually 

without fear of consequence, and to anticipate reactions. 

 

Ability to accept criticism without anger, show patience and confidence in reactions, and to hold 

people accountable for decisions, behaviors, performance and actions. Maintaining thick skin in 

difficult or argumentative situations is vital. 

 

Strong listening skills and ability to process issues, ask probing questions to seek clarity, and 

assessing and delivering the most appropriate response to issues. 

 

Strong and effective oral and written communication skills with the ability to react and speak 

knowledgeably and professionally on one’s feet. Use of clear-headed thinking and controlling 

emotions is vital for creating positive outcomes. 
 

 

 

Minimum Required Qualifications (Education, Experience, Certifications) 

 

Candidates must have a Master’s Degree in Business Administration, Human Resources 

Management, or closely related field, along with professional certification, such as Professional in 

Human Resources (PHR), Certified Compensation Professional (CCP), or other related professional 

certification applicable to the human resources profession. In lieu of the above, candidates who 

possess a Bachelor’s Degree in Human Resources Management, Business Administration or closely 

related field, and a substantial portfolio of skills and experience will be given consideration.  The 

candidate must agree to obtain a Master’s Degree and professional certification [Professional in 

Human Resources (PHR), Certified Compensation Professional (CCP), or other related professional 

certification applicable to the human resources profession] as a condition of employment.  

 

 

Preferred Qualifications (KSAs) 

 

Experience working with human resource management system such as HRIS, Banner, or HRMS 

PeopleSoft and/or payroll management and/or leave systems; experience working in a higher 

education and/or State government environment; experience in management and supervision. 

 

Knowledge of Commonwealth and VCCS and DHRM human resource policies and procedures and 

related information systems.  
 

Knowledge of shared services models and concepts and business process changes.  

 

Knowledge of selecting and proficiency in using training/instructional methods and procedures 

appropriate for the situation when learning or teaching new objectives. 

 

Understanding of higher education governance processes and accreditation requirements. 
 

 

 

Position Reports to the Vice President of Finance and Administrative Services 
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Application Process 

 

A completed Virginia State application, cover letter, current resume, and an unofficial copy of 

college transcripts a r e  r eq u i r ed  f o r  co n s i d e r a t i o n .   The State application form can be 

accessed from the Commonweal th of  Virginia job l is t ing at  

https://virginiajobs.peopleadmin.com. 

  

Send documentation to: 

 

 Human Resource/Payroll Office 

 Wytheville Community College 

 1000 E Main St 

 Wytheville, VA   24382 
 
 
Application documents may also be e-mailed to lcox@wcc.vccs.edu 

Only complete application documentation will be considered; partial submissions will not be 

considered.  Application documents will be received until the position is filled; however, an initial 

review will occur on April 16, 2015.  Persons with disabilities requiring assistance should contact 

276 223 4700.   

 

The individual selected will be subject to a criminal history/sex offender background check and e-

verify for employment eligibility as a condition of employment.  The individual selected will also 

be required to file on a semi-annual basis a Conflict of Interest financial disclosure statement. 

 

Any questions regarding application document submission can be directed to lcox@wcc.vccs.edu   

 
Wytheville Community College does not discriminate on the basis of race, sex, color, national                                

origin, religion, sexual orientation, gender identity, age, political affiliation, genetics, veteran   

status, or disability when the person is otherwise qualified in its educational programs and   

activities or employment. The following person has been designated to handle inquiries   

regarding the non-discrimination policies: Crystal Cregger, Vice President of Finance and    

Administrative Services, 215 Bland Hall, 1000 East Main Street, Wytheville VA 24382,                                              

276-223-4762. For further information, see the list of OCR enforcement offices for the address                                    

and phone number of the office that serves your area, or call 1-800-421-3481 

 

https://virginiajobs.peopleadmin.com/
mailto:lcox@wcc.vccs.edu
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