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 Cerritos College 

Position: Director, Human Resources and 

Risk Management Summary 

 
Job Description 

Grade 37

 

 

 

Organizes, supervises, leads, and performs human resource services in the areas of 
employee recruitment, selection, employment, job classification and compensation, labor 
relations, risk management, record keeping, Board agenda, and human resources 
information systems. Leads and supervises the day-to-day operations of the Human 
Resources department, implementation of District policies, procedures, and collective 
bargaining processes. Assists in the overall management, coordination, and supervision of 
human resources, benefits, and labor relations functions. 

Distinguishing Career Features 

Reporting to the Vice President, Human Resources/Assistant Superintendent, the Director 
of Human Resources and Risk Management is a management position with a lead role in 
the Human Resources office. The Director will lead human resources staff in the operation 
of an efficient, transparent, and proactive District human resources program. Under the 
direction of the Vice President, the Director will work closely with the Director, Diversity, 
Benefits, and Compliance, and Title IX Coordinator, to plan and administer such functions as, 
but not limited to, employment and employee relations, workers’ compensation, risk 
management, collective bargaining agreements, and compliance with federal and state law, 
Board policies and District procedures related to human resources. The Director will provide 
administrative and technical direction to administrators and staff regarding human resources 
and personnel matters. The Director will assist in establishing comprehensive professional 
development, training and orientation programs for administrators and staff. The Director 
will be responsible for effective internal and external communications by the Human 
Resources department. 
 

 

 

 

Essential Duties and Responsibilities 

 As directed by the Vice President, Human Resources/Assistant Superintendent, 
the Director, plans, organizes and supervises day-to-day operations and activities 
related to the recruitment, employment, human resources information system 
functions within the Human Resources department. Motivates, trains, and 
evaluates assigned personnel to provide high quality work and service. 

 Plans, organizes, supervises, and participates in development and maintenance 
of job descriptions, departmental change processes, salary schedules, 
selection, and employment procedures. 

 Plans, supervises, assesses, and evaluates the support services required for 
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implementing and coordinating all aspects of the District’s Selection procedures for 
recruitment and employment, including establishment and effective maintenance 
of a web-based application system. 

 

 

 

 

 

 

 Develops and implements procedures for processing and maintaining records for 
minimum qualifications for hire and faculty service areas for academic personnel. 

 Develops and maintains employee seniority lists for academic and classified personnel. 

 Develops, coordinates, and supervises the maintenance of personnel records. 
Coordinates the development and maintenance of the human resources information 
system. 

 Supervises and performs personnel actions including employment, transfers, 
classification or salary changes, promotions, resignations, retirements, terminations, 
and other personnel actions as required. 

 Assists and counsels management personnel with administrative and technical 
personnel issues, collective bargaining agreements, effective problem resolution, and 
other personnel matters in areas of responsibility. 

 Provides professional advice and counseling to employees regarding recruitment, 
selection, classification, salary, resignations, and other personnel actions in areas 
of responsibility. 

 

 

 

 

 

 Consults and participates in the development and implementation of effective and bias-
free recruitment and screening procedures for all employees; ensures compliance with 
state and federal legal requirements; and ensures Equal Opportunity employment for 
the District. 

 Coordinates with the Director, Diversity, Compliance, and Title IX Coordinator on 
recruitment, selection, job classification, compensation, personnel action, labor 
relations, and other areas of responsibility to ensure compliance with federal, state, and 
local law, as well as Board policy and District procedures. 

 Assists the Director, Diversity Compliance, and Title IX Coordinator in resolving 
employee disciplinary matters and grievances as required. 

 Strategically lead AI integration across HR functions — including recruitment, 
onboarding, talent management, and workforce analytics — with a focus on ethical 
use and organizational impact. 

 Translate AI insights into actionable strategies that enhance performance, 
support succession planning, and drive data-informed decision-making. 
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 Oversee change management and staff development to ensure successful adoption of 
AI tools and continuous improvement in communication and workflow efficiency. 

 

 

 

 

 

 

 Plans, organizes, supervises, and participates in risk management functions, 
including workers’ compensation, safety, liability claims and contracts. 

 Serves as the District’s liaison for workers’ compensation and unemployment claims 
related matters. 

 Prepares and submits personnel-related items to the Vice President for the 
President's Executive Cabinet review and Board of Trustees consideration. 

 Prepares agenda items for human resources matters for Board of Trustees 
and memoranda of Board action to employees after Board action. 

 Assists in the preparation of reports for internal use and for external federal and 
state agencies, including statements, findings, conclusions, and recommendations, 
and depending on the nature of the report, provides background information for use 
by external investigators or legal counsel in areas of responsibility or as assigned. 

 Serves as liaison for the District to various agencies and governmental units; responds 
to inquiries and provides confidential data and analysis as required; assists in internal 
and external auditing processes by providing confidential data and reports; responds to 
questions and retrieves documents as required in areas of responsibility or as 
assigned. 

 

 

 

 

 

 

 Develops, maintains and delivers the District's annual Human Resources Board 
items report. 

 Assists with the development, revision, interpretation, and administration of personnel-
related Board Policies and administrative procedures. 

 Coordinates, assists, and participates in the development, preparation, and maintenance 
of human resources information for employee handbooks and other administrative 
publications (print and online). 

 Develops and supports employee orientations and coordinates comprehensive in-
service workshops on human resources policies, practices and procedures for 
administrators and staff. Facilitates group processes for problem solving, in-service 
training team-building and communications. 

 Participates in labor negotiations and assists with the preparation and administration 
of collective bargaining agreements. 

 Ensures accuracy of internal and external print and online publications related to 
the areas of responsibility. 
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 Represents the District at meetings, consortiums, or other external activities as 
assigned related to Human Resources or labor relations matters. 

 

 

 

 

 

 

 Participates in external organizations and/or other activities for professional 
development in the human resources/labor relations fields. 

 Maintains current knowledge and skills related to duties and responsibilities. 

 Assists and supports budgets development and program review and maximizes 
financial resources. 

 Participates in committees, task forces, and special assignments. 

 Anticipates, prevents and resolves conflicts and problems under areas of supervision. 

 Performs other related duties as assigned. 

Qualifications 
 

 

 

 

Minimum Qualifications for Education and Experience 

Required: Master’s degree from an accredited four-year college or university in human 
resources, organizational management, business or public administration, or field directly 
related to the major responsibilities of the position AND at least four years (full-time 
equivalent) of recent progressively responsible experience with organization-wide 
accountability for one or more human resources functions. At least two of the four years 
must be at the management level. A combination of education and experience equivalent 
may be considered. 

Demonstrated understanding and sensitivity to the needs of individuals from diverse 
academic, socioeconomic, cultural, disability, and ethnic backgrounds. 

Preferred: In addition to the above, related experience in a public education environment 
at the K-12, County Office of Education, or community college level. 

Knowledge and Skills 
The position requires specialized professional knowledge of: 
 
 Theories, principles, practices, and techniques associated with human 

resource management in higher education or related public service. 
 Labor relations, organization and employee development, recruitment and 

selection, salary administration, and group process facilitation. 
 Demonstrated experience in human resource policy development an implementation. 
 Principles and practices of modern supervision, training, and professional development 

in an academic setting. 
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 Familiarity with the California Education Code, California Government Code, and other 
federal and state laws and regulations as they relate to public sector human resource 
functions, collective bargaining, and employee relations in a community college. 

 Computerized human resources information systems (HRIS), with advanced capability in 
spreadsheets, databases, presentation graphics, and word processing. 

 Salary and classification administration. 
 Well-developed oral and written language skills to prepare reports and 

professional correspondence. 
 Sufficient math skill to prepare budgets and to analyze statistical, economic, 

and numerical information. 
 Well-developed human relations skills sufficient to participate in labor negotiations, 

conduct performance reviews, deliver presentations, and convey technical information 
to a wide variety of audiences. 

 Strong grasp of AI applications in HR, including recruitment, performance, engagement, 
and planning. 

 Knowledge of ethical and legal standards in AI use, such as bias prevention and 
data privacy. 

 Familiarity with emerging AI tools and their strategic impact on HR operations. 
 Ability to assess and implement AI platforms aligned with organizational goals. 
 Skilled in interpreting AI workforce data for informed decision-making. 
 Proficient in integrating AI with HRIS for smooth adoption and usability. 
 Ability to establish and maintain effective relationships with colleagues and the public. 

 

 

Abilities 
This position requires the ability to: 

 Independently administer human resources programs or functions. 
 Learn, interpret, apply and develop policies and procedures governing human resources. 
 Learn, interpret, and apply the California Education Code, California Government Code, 

and other federal and state laws and regulations as they relate to the responsibilities of 
the position. 

 Organize, plan and interpret human resources programs, and to develop and maintain 
a productive employer/employee relations program. 

 Compile and analyze supporting data and prepare clear and concise reports. 
 Communicate effectively both orally and in writing, formal presentations and facilitate 

group processes. 
 Evaluate and solve problems, frequently of a confidential and sensitive nature, and 

to make effective decisions involving matters of potential District liability. 
 Understanding and sensitivity to needs of individuals from diverse academic, 

socioeconomic, cultural, disability and ethnic backgrounds. 
 Work cooperatively and productively with internal and external constituencies. 
 Advocate for shared governance, collegiality, staff cohesiveness and the core values 

of the institution. 
 Lead AI-related change initiatives that build trust and transparency. 
 Design HR strategies using AI for workforce planning and succession. 
 Align AI innovation with compliance and organizational values. 
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 Promote continuous learning to support AI adoption in HR. 
 

 

 

 

 

 

Physical Abilities 
 
This position requires the physical ability to: 

 Function in an office environment performing work of primarily a sedentary nature with 
some requirement to move about campus and to off-campus locales. 

  The person in this position frequently communicates with members of the campus 
community. Must be able to exchange accurate information in these situations. 

 Must be able to recognize printed material (printed or online) for more than 50% of the 
expected work time. 

 Constantly operates a computer and other office productivity machinery, such as a 
calculator, copy machine, and computer printer. 

 Work a flexible schedule including nights, weekends, and split schedules. 

Working Conditions 

Work is performed indoors where minimal safety considerations exist. 

Revised: October 6, 2025 
 
Board Approved November 5, 2025 
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