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JOB DESCRIPTION 

Position Title: Regional Human Resources Specialist 

FLSA Classification: Exempt  

Pay Grade: 16  

Reports to: Human Resources Director 

Service Area/Department: Human Resources  

 

PRIMARY PURPOSE   
 

Under the direction of the Human Resources Director, the Regional Human Resources Specialist serves 

as a liaison between county employees, county management, and Central Office Human Resources 

providing information and consultation regarding Human Resources (HR) issues, policies, practices, 

procedures, and employment laws and regulations. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

(Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions.) 

 

Regular and consistent attendance is an essential function of this position. 

 

1. Develops positive working relationships with all employees. Promotes direct communication and 

positive rapport among employees and managers and supervisors. 

2. Resolves employee relations issues in a timely manner; provides coaching to all parties, and 

recommends appropriate actions. This includes interpreting and providing guidance on HR policies 

and conducting investigations. Consults with the Employee Relations Manager to help develop and 

execute plans, as needed.  

3. Acts as both a liaison and an advisor and provides technical expertise on HR issues to Program 

Directors, county management and county staff. Coaches and trains operational departments on 

various aspects of the business from a Human Resource perspective. 

4. Ensures compliance with Federal and State laws and regulations, and OCDC policies and processes. 

5. Provides guidance and counsel to the Program Directors and county management on employee 

related problems that could result in oral or written discipline. Assists with the written disciplinary 

documentation to ensure consistency in policy application. Consults with the Employee Relations 

Manager. 

6. Prepares necessary materials, provide coaching and support to managers and supervisors for 

involuntary terminations. Conducts exit interviews with separating employees. Consults with the 

Employee Relations Manager. 

7. Maintains required documentation such as investigation notes, supporting documents and final 

reports and/or evidence of action taken.  

8. Develops criteria for evaluating effectiveness of training activities and regularly monitors and 

reports results to management, along with recommendations for improvement as appropriate. 
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9. Designs, develops, updates, and delivers professional quality presentations and training materials to 

include in-person trainings, workbooks, job aids, quick reference guides, webinars, videos, and 

eLearning’s. Collaborates with the Training & Professional Development department to ensure 

content meets OCDC requirements. 

10. Develops and conducts audits to identify training needs and opportunities for performance 

improvement. 

11. Performs special projects as needed and performs all duties as deemed necessary for the success of 

the department. 

 

 

OTHER DUTIES AND RESPONSIBILITIES 

May perform other duties as assigned.  

 

 

SUPERVISORY RESPONSIBILITY  

This position has no supervisory responsibilities.  

 

 

EDUCATION AND EXPERIENCE REQUIREMENTS 

Bachelor’s degree in Human Resources, Business Administration, or related field, with a minimum of five (5) 

years of Human Resources management experience, with at least three (3) years focused on performance 

management. Must have multiple-site HR experience. 

 

 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIREMENTS 

1. Possesses theoretical and practical HR and performance management knowledge and experience.  

2. Clearly expresses ideas, information, and concerns both verbally and in written format in both 

positive and negative situations in terms everyone can understand. 

3. Possesses excellent listening skills and the ability to listen carefully and attentively in order to 

implement solutions that address specific needs. 

4. Aptitude to create and implement creative solutions to address unique challenges. 

5. Proficiency in proactively engaging participants in direct dialogue and communication to reach 

solutions.  

6. Possesses integrity and ability to quickly establish and build trust to develop effective 

relationships.  

7. Experience in performance coaching with the ability to recommend appropriate solutions to 

enhance employee performance and competencies.  

8. Skillful in utilizing critical thinking, analytical and problem-solving skills.  

9. Experience with analyzing data to guide strategic employment planning 

10. Ability to function independently as well as part of a team. 

11. Possess effective time management skills, with the ability to prioritize, multi-task, and work 

under shifting deadlines. 

12. Skilled in operating computers with applicable software (Windows, Microsoft Office Suite and 

data systems). 

13. Ability to create a culture of diversity, inclusivity, collaboration, and teamwork. 

14. Knowledge of State and Federal employment laws. 
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OTHER JOB REQUIREMENTS 

1. Must be registered with Oregon’s Central Background Registry.  

2. Ability to pass an agency sponsored physical examination and communicable disease assessment.  

3. This position is an authorized driver and must possess a current driver’s license, a good driving 

record, and auto insurance coverage. 

 

 

JOB CONDITIONS    

This position operates in an office environment. There may be frequent interruptions, evening or 

weekend work, and working additional hours during peak periods.  

 

 

PHYSICAL DEMANDS  
In the normal work day, work may include continuous sitting with occasional standing and walking. 

There may be frequent lifting and carrying up to 10 lbs. For a detailed physical job description, please 

contact Human Resources.   

 

 

TRAVEL   

Frequent travel, including overnight stays, is required throughout the state. 

 

 

NOTE:  This agency believes that each employee makes a significant contribution to our success. This job 

description in no way implies that these are the only duties to be performed by the employee; rather, it is 

intended only to describe the general nature of the job. At all times, employees will be required to follow 

any instruction and perform any other duties within this or a lower job level upon the request of the 

supervisor. At times, employees may also be required to perform higher level duties. 

 

 

Employee signature below constitutes employee’s understanding of the requirements, essential functions, and 

duties of the position.  

 

 

Employee Signature_______________________________________________________________________ 

 

 

Date____________________________ 

 


