
 
 

HUMAN RESOURCES DIRECTOR 

Position Description 

 
Half Time Position (max 20 hours/week) 

Reports to: President 

 

Position Responsibilities: 

 

Employee Support 

 

 Provide informal and formal confidential support to employees and supervisors related to 

workplace concerns and resolving conflicts.  

 Investigate, mediate and engage in employee complaint and conflict resolution. 

 Advise management in appropriate resolution of employee relations issues. Serve as a 

trusted advisor and provide counsel to senior leadership on human resource issues and 

programs. 

 Assist with reviewing and maintaining employee handbook and recommend changes to 

President and Principal. 

 Consult with external legal counsel to ensure human resource policies comply with 

federal and state law and on other human resource issues as needed. 

 

Employee Training and Professional Development 

 

 Communicate and disseminate human resource policies, practices and procedures 

schoolwide in a proactive and clear manner. 

 Assist with planning and facilitating the annual new faculty/staff orientation and the 

annual faculty/staff inservice in August. 

 Assist with planning employee training as needed throughout the year on various human 

resource-related workplace topics, including workplace etiquette, protocol and 

interpersonal communication. 

 Serve as member of the Professional Development (PD) Team.  

 Verify employees and volunteers complete all required human resource training and 

background checks as needed. 

 

Hiring, Retention and Separation 

 

 Ensure greater consistency and clearly communicate policies about Jesuit’s hiring 

practices and procedures. 



 Implement consistent training for individuals who serve on hiring committees about 

appropriate policy and practice with regard to the hiring process. 

 Provide oversight, guidance and support to supervisors on the recruitment and hiring 

process for faculty and staff positions.  

 Serve as member of the Hiring for Diversity Committee. 

 Collaborate on initiatives to diversify the applicant pool for all faculty/staff positions. 

 Oversee new employee orientations/onboarding process and outgoing employee exit 

interviews. 

 Assist with employee separation process. 

 

Position Qualifications and Skills: 

 

 Bachelor’s degree and/or equivalent experience. 

 Excellent organizational and attention-to-detail skills. 

 Exceptional communication skills. 

 Collaborative work ethic with strong interpersonal and problem-solving skills. 

 Technical proficiency in all areas of Microsoft Office. 

 Experience in Secondary Education preferred. 

 Values consistent with the mission of a Catholic, Jesuit institution. 

 

APPLICATION DEADLINE: Tuesday, September 3  
 

TO APPLY:  Application for this position must be completed electronically via e-mail. We 

do not accept paper applications.  

 

Please send a resume, a compelling letter of interest indicating how your skills, knowledge and 

experience match the responsibilities articulated in the job description, and the names/contact 

info of three references to:  

 

Tom Arndorfer 

President 

Jesuit High School  

Email: tarndorfer@jesuitportland.org 

Tel: 503-292-2663 
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