
 

 

The City of West Linn is looking for an experienced, well-rounded, hands-on Human Resources 

Manager who is energized by analytical thinking, problem solving, and a collaborative work 

culture. The ideal candidate stays up-to-date on industry best practices, is results-oriented, and 

able to balance competing priorities. A strong candidate for this role must be an exceptional 

communicator who values building trust, engages in collaborative decision-making, and ensures 

the Human Resources team provides exceptional customer service to employees in a an efficient 

manner. 

  

The initial key priorities of the position will be on day-to-day management of the human 

resources department, improving the HRIS and internal workflows, and be the go-to advisor to 

staff and management on all things “HR”. 

It is important for succes in this position to have a good understanding of labor and employment 

law, as well as the full array of human resources disciplines including employee relations, 

performance and disciplinary counseling and guidance, workers' compensaiton, recruitment and 
retention, class and comp, benefits administration, training, and a sincere interest in DEI work 

will also be expected. 

 
This position reports to the Deputy City Manager/Human Resources Director, who will continue 

to provide overall direction to the HR Department. This position manages a .80 HR Specialist and 

a .40 HR Assistant 

Under the limited supervision of the Deputy City Manager/HR Director, this position performs a 

wide variety of technical and professional human resource services to City departments.  Major 

assignments will focus on day-to-day employee and labor relations, Human Resources 

Information Systems (HRIS), training and development, employee engagement, recruitment, 
retention and compliance reporting. Additionally, the HR Manager is responsible for the 

formulation and compliance of city personnel policies, rules, and regulations. This position 
assists the city with interpretation and adherence to collective bargaining agreements.   

Duties and Responsibilities  

(An employee in this classification may perform any of the following duties; however, these 
examples do not include all the specific tasks that an employee may be expected to perform)  

1) Contribute to a positive work environment.  

2) Manages Human Resources processes: recruiting, benefits, pay equity/compensation 
strategies, retention, worker’s compensation, performance management, training, 

employee relations, FMLA/OFLA/ADA compliance, etc. Will have staff assigned to 

specific processes.  
3) Supervision of Human Resources Department staff. Provide mentoring and/or coaching 

to HR staff. Organizes tasks, projects and routine work for delegation to HR staff. 
Monitor and evaluate performance of HR staff.  
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4) Administers the classification and compensation plan, including classifying and 
reclassifying positions.  May conduct salary surveys. Ensures that job descriptions are 

current, reflective of work performed, and compliant with Oregon’s Pay Equity laws.  
5) Responsible for a comprehensive employee personnel records system for all employees, 

including personnel action forms, performance evaluations, promotions, and COLAs.  
6) Meets regularly with Benefits Review Committee to review benefit options and make 

recommendations to City Manager regarding employee benefit plans. Coordinates a 

comprehensive program for health insurance benefits for city employees.  

7) Coordinates, develops, and presents human resources related training programs to 
employees.  

8) Develops strategies on issues related to labor relations and negotiations.  Has an integral 
role in labor union negotiations.  

  

9) Consults with management and employees to resolve sensitive and significant personnel 
issues such as grievances, communications difficulties, etc. Meets with employees, 

supervisors, managers, and directors to resolve employee conflicts, problems, concerns, 

and to resolve sensitive or controversial issues. Investigates grievances and complaints 
and recommends resolution. Advises management on corrective action and strategies 

for handling corrective action and addressing performance deficiencies. Provides 

instruction and resources to management staff regarding good employee relations 
policies and practices and contract interpretation and application.  

  

10) Manages the HR department operating budget.  

11) Takes action and uses initiative and judgment to see that human resource matters are 

handled.    

12) Monitors compliance with pertinent federal, state, and local laws, regulations, and 

ordinances.   

13) Attends City Council meetings when necessary.    

  

SPECIFICATIONS:  

(Job preparation and prior work experience requirements are minimum standards. Other 
equivalent combinations of education, training and experience may be considered)  

  

1) Job Preparation:  

  a) Education and experience:  

i) An Associate’s Degree with focus studies in Business/Public Administration, coursework 
in Human Resource Administration desirable. Certification from SHRM, PHR/SPHR, or IPMA-
HR is desirable.  Requires three years of successful public sector experience preferably in a 
position of increasing responsibility.  Desirable qualities include: ability to learn aspects of 
public sector personnel; skill in communicating and remaining calm during tense or difficult 
situations; and the ability to problem solve.  Any combination of education and training, which 
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ensures the ability to perform the work, as determined by the hiring authority, may be 
substituted for the above.  

b) Training:  

i) Knowledge of regulatory and professional guidelines; understands and is able to 
apply professional guidance and regulations (federal, state, local) to problems of 
selection, system development and implementation.   

ii) Knowledge of research methods and policy formulation; knowledge of insurance 

benefits, position classification, validation, performance appraisal, and affirmative 

action.  

iii) The knowledge, skill and ability to utilize word processing, spreadsheet and 

database software (Excel), as well as applications designed specifically for human 
resources.  

iv) Ability to appropriately plan and organize; administer and prioritize; monitor and 

evaluate the work flow of projects and activities.  

v) Ability to communicate effectively verbally and in writing; establish and maintain 
effective working relationships with employees and the public; apply general 
principles effectively to specific conditions.  

vi) Ability to maintain composure and communicate effectively under stress; ability to 
perform effectively under competing and/or conflicting demands on time and self; 
skill and tact in dealing with others.  

vii) Ability to work with minimal supervision and take initiative in pursuing 

departmental responsibilities. Ability to perform complex research work.    

2) Supervision:  

Received: Work is performed independently with the Department Director providing 
general direction and indirect supervision.  

  

Exercised: Direct supervision to support staff.  

4) Cognitive Functions:  

Supervision is indirect. Goals, projects and issues are discussed and assigned. The 

employee is responsible for developing and implementing a suitable approach.  

Written guidelines and policies (personnel policies, contracts, federal regulations and 
state mandates) are available. They are frequently general in nature and require 
significant interpretation.  

The complexity of the position is a result of general human resource demands. The work 

is varied and defined with multiple variables.   

5) Working Conditions:  
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Work occurs at the West Linn City Hall and at other offices from time-to-time. Work 
occurs during work hours with infrequent night meetings.  

6) Resource Accountability:  

This position designs and implements various procedures relating to processing employee 
applications, personnel action forms and multiple levels of record-keeping. This position 
is required to operate and perform routine “user” level maintenance on general office 
equipment.  

The job classification description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the employer 
and requirements of the job change.  

  

  




