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San Diego Unified Port District

Employment Opportunity

SENIOR HUMAN RESOURCES ANALYST
(UNCLASSIFIED)

Recruitment No. 39/09
This position is open until filled.
The Port of San Diego (“Port”) is currently accepting applications or resumes for the position of Senior Human Resources Analyst. This position is exempt (not eligible for overtime).  

This position will perform a variety of highly responsible professional, technical and analytical activities in support of the Port’s human resource management programs, including employee benefits, recruitment, classification, compensation, employee and labor relations, performance appraisal and supervision.   

DISTINGUISHING CHARACTERISTICS

A Senior Human Resources Analyst performs the more complex, advanced journey professional work in one or more assigned functional areas of human resource management responsibility. Incumbents provide professional advice and counsel to Commissioners, employees, retirees, former employees, Port managers and supervisors on complex and sensitive matters ensuring compliance with all applicable federal, state and local laws and regulations.  The incumbent is expected to exercise considerable discretion in carrying out responsibilities independently with sound professional judgment and problem solving skills. A Senior Human Resources Analyst may provide lead supervision of other professional and support staff.

ESSENTIAL DUTIES AND RESPONSIBILITIES

The following statements are intended to describe the general nature and level of work performed by people assigned to this classification. They are not intended to be an exhaustive list of all responsibilities, duties and skills required of personnel so classified.


1. Designs and implements the more complex and sensitive employee recruitment and selection programs; designs and conducts outreach recruitment programs to obtain qualified candidates; drafts job announcements, advertisements and other recruitment materials; designs and administers job-related selection procedures, including but not limited to resume/application reviews, evaluations of training and experience, interviews and other assessment techniques; conducts background and reference checks; ensures that all phases of recruitment and selection comply with applicable federal, state and local laws, regulations and guidelines; makes job offers to successful candidates.

2. Assists in the employee and labor relations processes; collects and analyzes data for use in formulating negotiations proposals and helps to develop recommendations for bargaining positions; researches and develops recommendations and strategies regarding employee relations procedures, issues and cases, such as grievances, disciplinary actions and contract application and interpretation; consults with employees and their representatives to identify and resolve employee/employer-related problems and issues; assists in the resolution of disputes through a variety of resolution vehicles; advises management and staff on interpretation and application of MOU provisions; develops or modifies employee and labor relations policies and procedures; advises managers and supervisors on positive employee relations practices; may serve as a member of the labor management committee and negotiation team. 

3. Conducts the more complex organizational and position classification studies; prepares new or modified job analysis documents and class specifications; recommends the classification of new or modified positions, classes and class series; designs and conducts special surveys and studies regarding compensation and other human resource management issues; recommends salary structure or benefit program changes based on studies and analyses.

4. Conducts investigations of difficult and sensitive employee complaints; prepares findings and recommendations; represents the Port in dealings with federal and state compliance agencies.

5. Participates in researching and drafting new and revised Rules and Regulations, policies and procedures; confers with and interprets policies, procedures and regulations to Port management, staff and the public.

6. Plans, organizes, controls, integrates and evaluates the work of assigned staff; develops, implements and monitors work plans to achieve department mission, goals and performance measures; directs the development of and monitors performance against the department budget; supervises and participates in the development, implementation and evaluation of work programs, plans, processes, systems and procedures to achieve Port and department goals, objectives and performance measures consistent with the Port’s quality and customer service expectations.

7. Develops, oversees, evaluates and administers the Port’s comprehensive employee benefits program, including medical, dental, vision, life insurance, AD&D, short- and long-term disability, retirement plans, flexible spending accounts, employee assistance, retiree medical, HIPAA and COBRA; develops and recommends benefit program structure, plan and cost-sharing changes and administrative policies and procedures to ensure that services provided are competitive, consistent with program and Port benefit goals and meet employee needs and fiscal constraints; evaluates employee needs, satisfaction and performance of existing programs; ensures uniform and consistent program implementation and administration.

8. Oversees and handles the more complex service resolution problems with carriers and vendors; acts as advocate for Port employees with benefit vendors and administrators to  resolve claims disputes; counsels employees on their benefit plans and options; work with staff to ensure optimum performance of vendors and administrators by continuously monitoring services and costs.

9. Develops and implements benefits communications plans and activities to educate and inform employees of benefit program plans and values to them; coordinates and participates in open enrollment communications and benefits/wellness educational events; conducts new employee orientation sessions on benefit plans, options and costs.

10. Oversees administration of the Port’s disability management and return-to-work programs; oversees the administration of leaves under the Family Medical Leave and Pregnancy Disability Leave Acts; oversees compliance with the Americans with Disabilities Act (ADA) and participates in the resolution of the more difficult and sensitive accommodation issues.

11. Develops requests for proposal for benefit plans and administrators; supervises and participates in evaluation of bids; recommends and manages outside contractors involved in employee benefit administration; evaluates contractor performance to ensure contact compliance; participates in developing and negotiating agreements and other cooperative efforts on behalf of the Port with other agencies, contractors, vendors and program providers.

MINIMUM REQUIREMENTS

Graduation from a four-year college or university with major coursework in public or business administration, human resource management, psychology or a related field and five years of increasingly responsible human resource management experience. Experience in a governmental setting is preferred but not required. 

We have an outstanding benefit package that includes medical, dental, vacation, tuition reimbursement, thirteen (13) holidays, a retirement plan and more. 

If you are interested in working in a dynamic organization with a reputation for excellence in public service submit your application and/or resume via Fax to (619) 686-6408 or mail to P.O. Box 120488, San Diego, CA 92112-0488. You may apply in person at the Port District, 3165 Pacific Highway, between the hours of 8:00 a.m. and 5:00 p.m., Monday through Friday.  Call the job line (619) 686-6599 for more information.  This position is open until filled.

Starting salary based on qualifications and experience
Salary Range is $63,754 to $86,864
An Equal Opportunity Employer
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