
Springville CSD seeks to hire a Human Resources Manager to be shared between Springville, 

Maquoketa Valley, North Linn, Alburnett, and Center Point-Urbana.  Please contact Pat Hocking, 

Superintendent at phocking@springville.k12.ia.us or Stacey Matus, School Business Official at 

smatus@springville.k12.ia.us 

 

TITLE:   Human Resources Manager 

  

QUALIFICATIONS: 

1.  Bachelor’s Degree in Human Resources/Payroll/Management or related field is preferred or experience in 

     said areas. 

2.  Such alternatives to the above qualifications as the Board may find appropriate and acceptable. 

  

REPORTS TO:  Superintendent of Schools/School Business Official 

  

JOB GOAL: 

To provide effective leadership for the purpose of directing human resources programs and services; providing 

information and serving as a resource to others; achieve defined objectives by planning, developing, 

implementing, and maintaining services in compliance with established guidelines and facilitate successful 

educational programs throughout the districts. 

  

PERFORMANCE RESPONSIBILITIES: 
1.  Administers and monitors a wide variety of personnel policies, processes, agreements, and record-keeping 

     for the purpose of conforming to District policies. 

 

2. Collaborates with internal and external personnel (administrators, auditors, public agencies, community  

    members, etc.) for the purpose of implementing and/or maintaining services and programs. 

 

3. Updates all existing district(s) vacancies on the TeachIowa.gov website, Iowa’s marketplace for educational 

    jobs. 

 

4. Recruit, screen, and organize employment applicants. 

 

5. Maintains manual and electronic documents, files, and records (e.g. personnel files, vacancy lists, applicant 

    tracking, substitute lists and acquisition system, HR website, etc.) for the purpose of providing accurate  

    information in compliance with regulatory requirements and established guidelines. 

 

6. Maintains manual and electronic documents, files, and records, for the purpose of providing accurate                  

    information for instructional evaluations in compliance with regulatory requirements and established 

    guidelines. 

 

7. Maintains manual and electronic documents, files, and records for the purpose of providing accurate  

    information for background checks in compliance with regulatory requirements and established guidelines. 

 

8. Prepares legal reports associated with assigned health care reform reporting. 

 

9. Prepare legal research reports as assigned by the district for State, Federal, and outside agencies. 

 

10. Prepares legal reports associated with Civil Rights data collection and the associated reporting with this  

      preparation. 

 

11. Assure that instructional and professional staff members are properly certified and/or licensed. 
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12. Update all substitute-teaching lists for the district(s) and submitted the updated list to building principals. 

 

13. Recommends policies, procedures and/or action plans for the purpose of providing direction for meeting  

      the district’s goals and objectives. 

 

14. Researches information required to manage assignments including reviewing relevant policies, current  

      practices, staffing requirements, etc. for the purpose of developing new programs/services; ensuring 

      compliance with legislative requirements; securing general information for planning, and /or responding 

      to requests. 

 

15.  Attends selected Administrative Team or Management Team meetings at the request of the Superintendent. 

 

16.  Provides technical assistance in the day-to-day operation of the Human Resources department(s). 

 

17.  Assists the Superintendent in organizational analysis and development. 

 

18.  Demonstrates willingness to assume leadership positions. 

 

19.  Effectively uses technology related to the position. 

 

20.  Engages in active communication and positive relationships with staff, students, parents, and patrons. 

 

21.  Maintains appropriate records and protects the confidentiality of data. 

 

22.  Reports to work as scheduled on a regular and reliable basis. 

 

23.  Performs other duties as assigned. 

  

  

Terms of Employment:  Salary and Work Year Established by the Board of Directors 

  

  

Evaluation:  Performance of this job will be evaluated in accordance with provisions of district policy. 


