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HUMAN RESOURCES DIRECTOR 
 
Position Purpose: 
The purpose of this position is to provide administrative, management, and professional 
work in directing and supervising the personnel systems of the Town of Upton including 
benefits, recruitment and retention, workplace safety, labor relations, training, and 
employee recognition; all other related work as required.  Responsibilities require the 
exercise of independent judgment, technical knowledge of the specific area of assignment 
and of overall Town and community activities; perform all other related work as 
required.   
 
Supervision: 
Supervision Scope: Exercises independent judgment and initiative in the planning, 
administration and execution of duties of a diverse nature, from routine to complex, 
requiring a high degree of motivation and thorough knowledge of departmental 
operations to complete tasks at hand, and to analyze the facts or circumstances 
surrounding individual problems in situations not clearly defined by precedent or 
established procedures. Responsible for the development and direction of personnel 
policies, payroll and benefits for all active employees and retirees 
 
Supervision Received: Works independently with a high degree of initiative in 
establishing own work plan to complete work in accordance with federal, state and local 
laws, town/departmental objectives, policies and industry standards; only unusual cases 
are referred to Town Manager.   
 
Supervision Given:  Supervises volunteers for special projects and provides direction to 
the administrative staff. Provides general guidance to all department heads regarding 
matters of human resources policies and procedures. 
 
Job Environment: 
This is an office-based job in a dynamic municipal office, and work is generally performed 
under typical busy office conditions with frequent interruptions. Frequently required to work 
outside of normal business hours for meetings.    
 
Operates computer, typewriter, calculator, telephone, copier, facsimile machine, and all 
other standard office equipment. 
 
Makes frequent contact with town employees, supervisors, managers, insurance 
providers, health care and dental care providers, and retirees. Frequent contact with 
Town legal counsel, banks, pension administrators, vendors, and representatives of 
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outside organizations.  Contacts are by phone, email, in person and or written 
correspondence requiring excellent interpersonal skills and often some persuasiveness 
and resourcefulness to influence the behavior of others. 
 
Has access to confidential information including all town personnel records including 
highly personal information about employees, retirees and families, background checks, 
medical records, personal information regarding citizens, and legal action, all of which 
requires the application of appropriate judgment, discretion and professional protocols. 
 
Errors in judgement or performance could have adverse effects on the Town;s ability to 
provide services, result in considerable confusion and delay of personnel and benefit 
matters, , and have significant financial and legal repercussions and adverse public 
relations. 
 
Essential Functions: 
(The essential functions or duties listed below are intended only as illustrations of the 
various types of work that may be performed. The omission of specific statements of 
duties does not exclude them from the position if the work is similar, related or a logical 
assignment to the position.) 
 
Responsible for all personnel management from overseeing and participating in the 
recruitment and selection of new employees to termination and/or retirement 
proceedings. Prepares and maintains secure employee files for active and retired 
employees including dependents and survivors. Includes hiring process, pre-employment 
physicals, reference checks, CORI processing, all benefit related functions and record 
keeping for active and retired town employees and their dependents, including health, 
dental and life insurance, FSA, COBRA, deferred compensation, and all retiree pension 
programs.  Includes all terminations and retirement processes, COBRA certifications, 
unemployment claims and retiree deaths. 
 
Responsible for developing, recommending, implementing, and maintaining HR 
procedures and policies to ensure that the Town is in compliance with applicable labor 
laws and regulations and to promote safety and job satisfaction.  
 
Participates in developing department goals, objectives, and systems. 
 
Monitors and ensures the organization’s compliance with federal, state, and local 
employment laws and regulations, and recommended best practices; reviews and 
modifies policies and practices to maintain compliance. Serves as the primary contact 
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with Town HR legal counsel and recommends or requires corrective action when 
necessary. 
 
Develops, recommends, and implements personnel policies and procedures; prepares and 
maintains handbook on policies and procedures; Assists with the maintenance, 
dissemination, and consistent application of personnel bylaws, policies, procedures, and 
collective bargaining agreements. 
 
Assist with the labor relations and collective bargaining strategy with the Town Manager 
and Board of Selectmen. Assist the Town Manager in preparing and negotiating union 
contracts and in resolving labor relations issues, grievances, arbitrations, and disputes. 
 
Administers the administration of human resource programs including, but not limited 
to, compensation, benefits, and leave; disciplinary matters; disputes and investigations; 
performance and occupational health and safety; and training and development. 
 
Implements and annually updates the compensation program; rewrites job descriptions as 
necessary; conducts annual salary surveys monitors the performance evaluation program 
and revises as necessary. 
 
Manages and implements yearly open enrollment activities with employees and vendors. 
Directs, plans, and performs the benefits administration (group health, dental, short-term 
and long-term disability, worker's compensation, life insurance, flexible spending plan, 
health reimbursement account, retirement plans, etc.) to include claims resolution, 
change reporting, approving invoices for payment, annual re-evaluation of policies for 
cost-effectiveness.  
 
Educates and counsels all Town employees regarding benefit plan features and options; 
resolves problems that arise in obtaining benefits; communicates and coordinates with 
benefit providers and vendors as necessary. 
 
Coordinates and moderates the Insurance Advisory Committee meetings. Conducts 
employee benefit orientations for all departments to answer questions, collect open 
enrollment packets, process changes. Answers all employee and dependent benefit 
related questions. 
 
Manages employee software set up and database including employee profiles, earning and 
deduction information. Implements contract obligations within the payroll system to 
monitor accurate accruals of vacation, sick and personal time. Determines and monitors 
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FLSA earnings, Section IIIF and Worker’s Compensation earnings, reconciling insurance 
payments. Works closely with insurance providers on case management and 
administrative services for workers' compensation regarding medical records and 
maintains secure files.  Provides FMLA certifications to all employees and monitors fit for 
duty releases. 
 
Conducts recruitment effort for all exempt, nonexempt and temporary workers; writes 
and places advertisements; works with supervisors to screen and interview candidates; 
conducts reference check; extends job offers; conducts new-employee orientations; 
conducts exit interviews. Manages the onboarding and facilitates departmental 
orientation.  Ensures recruitment and hiring activities are performed in compliance with 
applicable laws and regulations.  
 
Responsible for employee development and to promote employee job satisfaction via a 
variety of methods, including designing and administering employee benefit programs, 
personal development, positive and effective communication, and timely response to 
employee complaints and concerns.  Recommends employee training and organizational 
development programs as necessary.  Includes establishing personal rapport with 
departments and individuals within the complexity of multiple unions as well as 
identifying, evaluating and resolving employee morale, work performance and 
organizational productivity concerns. Works closely with department heads on 
confidential personnel matters.  Provides managers with essential reporting and guidance 
to help them in managing their employees.  Requires constant personal development to 
remain abreast of new laws and regulations.   
 
Attends professional development meetings and workshops to stay abreast of current 
trends and statutory changes in the field. 
 
Maintains organizational charts and employee directory. 
 
Performs similar or related work as required, directed or as situation dictates. 
 
Recommended Minimum Qualifications: 
 
Education and Experience: 
Bachelor’s degree in related field and at least seven to ten years of progressively 
responsible experience within a municipal government office including benefits 
administration, human resources and contract negotiations; experience working in an 
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analytics driven organization with complex personnel and legal issues; or any equivalent 
combination of education and experience.  
 
SHRM Certified Professional (SHRM-CP) or Senior Certified Professional (SHRM-SCP) 
credential desirable. 
 
Knowledge, Ability and Skill: 
Knowledge: Good working knowledge of the Town’s bylaws, policies and procedures.  
Familiarity with pertinent state and local laws relating to departmental operations 
preferred.  Must have knowledge of local, state, and federal personnel laws and 
regulations pertaining to municipal employees.  Knowledge of municipal government and 
the Commonwealth of Massachusetts helpful.  Knowledge of a unionized workplace is 
helpful.  Thorough knowledge of office procedures, practices and terminology necessary.  
Knowledge of computer applications for accounting and finance. 
 
Ability:  Ability to maintain highly confidential information.  Ability to organize time 
and prioritize to meet deadlines must work independently and prioritize tasks.  Ability to 
work with close attention to detail.     
Excellent interpersonal skills and the ability to establish and maintain effective and 
harmonious working relationships with town officials and departments, members of the 
banking community, benefits providers, and all town employees. 
 
Proven conflict resolution skills with a diverse population. Ability to be successful 
working from a context of influence vs. authority. Able to work alone on a wide variety 
of projects. Ability to assist in negotiations and contract agreements.   
 
Ability to establish and maintain complex personnel record keeping systems. Ability to 
prioritize multiple tasks and deal effectively with interruptions, often under considerable 
time pressure.  Ability to prepare complex financial reports. Ability to operate standard 
office equipment. 
 
Skill: High level of skill in computers and appropriate software applications including 
demonstrated proficiency in MS Word, PowerPoint and Excel. Municipal financial and 
personnel management software knowledge preferred. Aptitude for numbers and details.  
Excellent organizational and negotiation skills.  Strong project management, time 
management and leadership skills.  Solid problem solving and business skills.  Skill in all 
of the above-listed tools and equipment.  
 
Physical Requirements: 
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The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  

 
Lifts/moves objects weighing up to 25 pounds, files, and types on a keyboard at a moderate 
speed.  Communicates personnel documents and information to employees, officials, and the 
general public. Ability to drive an automobile to attend meetings. 
 
(This job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the 
employer and requirements of the job change.) 

 
 


