Human Resources and Academic Personnel Services Recruitment Manager
Closes: February 12, 2018
(Job #18-02) Administrator I, Human Resources and Academic Personnel Services Recruitment Manager.
Salary is commensurate with experience and qualifications. This is a full-time, benefited, 12-month pay plan, exempt position in Human Resources & Academic Personnel Services (HR/APS). This position is an Administrator I
in the California State University Management Personnel Plan (MPP). Under this plan, incumbents are subject to
normal management reviews and serve at the pleasure of the University President. Additional information, including the extensive benefits package, can be found at www.calstate.edu/HRadm/policies/mpp.shtml. Regular work
schedule will be Monday through Friday, 8:00 am to 5:00 pm.
Position Overview:
Under the general direction of the Senior Associate Vice President for Faculty Affairs and Human Resources, the
Recruitment Manager is responsible for recruiting all faculty, staff, and Management Personnel Plan (MPP) positions on campus – managing the process from the initiation of authorizations to recruit through the appointment of
successful candidates, ensuring compliance with applicable California State University (CSU) and Humboldt State
University (HSU) policies and procedures, Collective Bargaining Agreements (CBAs), and state and federal employment laws and regulations. The incumbent supervises two Recruitment Coordinators and also oversees the appointment of non-recruited staff and MPP employees, makes modifications to existing appointments and positions,
and performs Compensation & Classification, Labor Relations, and Human Resources Generalist management
functions as needed.
Responsibilities
Manage recruitment process for faculty, staff and MPP positions:
 Develop and implement recruiting strategies that facilitate diverse applicant pools
 Advise hiring authorities regarding recruitment needs, strategy, and appropriate classifications
 Manage the routing and approval of authorizations to recruit (Form 1) and the timely posting of job vacancy
announcements
 Manage the receipt of employment applications and oversee the preparation of materials for review by search
committees
 Meet with search committees to review best practices in the hiring process, committee responsibilities, CBA
requirements, and diversity issues – providing the framework for a legal, consistent, and compliant process that
ensures open and fair staff employment searches
 Manage the closeout of each recruitment, advising hiring authorities on equitable salary offers and facilitating
the timely preparation and submission of appointment letters and appointment documents for new employees
 Oversee and track the completion of required pre-employment background checks (Accurate and LiveScan)
 Manage the HR-APS staff recruitment database and develop reports and queries as required
 Maintain knowledge of state and federal equal employment opportunity laws and regulations, Title V, nonprofit labor rules and regulations, and CSU and HSU employment policies and procedures
 Serve as HR-APS lead for PeopleSoft (CMS) recruitment related modules and Nolij recruitment documents
 Supervise the work and performance of the HR-APS Staff Recruitment Coordinator & HEERA Assistant and
the Academic Recruitment Coordinator
 Advise hiring authorities and managers in recommending compensation based on employee qualifications and
equity at time of hire
 Interpret and apply CBA provisions and personnel policies and guidelines
 Conduct investigations and research, write reports, prepare presentations, and perform other duties as required
by the Senior Associate Vice President for Human Resources and Faculty Affairs
Minimum Qualifications: Equivalent to Bachelor ’s degree and four year s of pr ogr essively r esponsible experience in a human resources function.
Required Knowledge, Skills, and Abilities:
 Knowledge of general human resource management theory
 Knowledge of principles and procedures for personnel recruitment, selection, compensation and benefits, and
human resources information systems
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Excellent oral and written communication, interpersonal communication, and public speaking skills
Ability to establish and maintain cooperative working relationships within a diverse population from various
cultural backgrounds, and to work in a team-oriented environment
Highly developed research, data gathering and analysis, and decision making skills
Intermediate proficiency is use of Microsoft Office suite programs (Word, Excel, PowerPoint, Access, Publisher)
Ability to create reports in PeopleSoft and OBI
Ability to maintain confidentiality and to exercise discretion and appropriate judgment in handling sensitive
material

Preferred Qualifications:
 Experience working in a higher education environment
 Experience working in a complex unionized environment
 Experience working with CMS PeopleSoft
 General knowledge of CSU and campus policies and procedures related to academic personnel
 General knowledge of human resource policies and programs;
 Professional in Human Resources (PHR), SHRM Certified Professional (SHRM-CP) certification or similar
HR-related certification
Application Procedure: Qualified candidates should electr onically submit the following mater ials thr ough
Interfolio:

http://apply.interfolio.com/48330





Letter of Interest
Resume or Curriculum Vitae
Contact information for at least three professional references
HSU Employment History Form (https://forms.humboldt.edu/employment-history-form)
(NOTE: This form replaces the HSU Employment Application form, which should no longer be used. Download the HSU Employment History Form and save it as a PDF file prior to filling it out. If the form is filled
out on line (accessed via a web browser), content WILL NOT be saved.

If assistance is needed, the Human Resources & Academic Personnel Services office (located in Siemens Hall
room 212) has a computer station available and our front office team would be happy to assist you.

Application Deadline: The deadline to submit application mater ials is 11:59 p.m. on Monday, Febr uar y 12,
2018. To be notified in the event this recruitment re-opens for a subsequent review of applications, send an email
to careers@humboldt.edu that includes the job number (18-02) and applicant’s last name in the subject line of the
message.
HSU is committed to enriching its educational environment and its culture through the diversity of its staff, faculty, and administration. Persons with interest and experience in helping organizations set and achieve goals relative to diversity and inclusion are especially encouraged to apply.

It is the responsibility of the applicant to provide complete and accurate employment information. Incorrect or improperly completed applications will not be considered for vacancies.
Any reference in this announcement to required periods of experience or education is full-time activity. Part-time experience or education--or activities only part of which are qualifying--will receive proportionate credit. In accordance with applicable Collective Bargaining Agreements, preference may be given to the campus applicants covered by these agreements. However, positions are open to all interested applicants, both on and off campus.
Class Code: 3318
Evidence of required degree(s), certification(s), or license(s) will be required prior to the appointment date. A background check (including a criminal records check, employment
verification, and education verification) must be completed satisfactorily before any candidate can be offered a position with the CSU. Certain positions may also require a credit
check, motor vehicle report, and/or fingerprinting through Live Scan service. Adverse findings from a background check may affect the application status of applicants or continued
employment of current CSU employees who apply for the position.
Publication Date: January 12, 2018
Humboldt State University is committed to achieving the goals of equal opportunity and endeavors to employ faculty and staff of the highest quality reflecting the ethnic and cultural
diversity of the state. Additional information about Humboldt State University can be found at www.humboldt.edu.
Humboldt State University is a Title IX/Affirmative Action/Equal Opportunity Employer. We consider qualified applicants for employment without regard to race, religion, color,
national origin, ancestry, age, sex, gender, gender identity, gender expression, sexual orientation, genetic information, medical condition, disability, marital status, protected veteran
status, or any other legally protected status.
The person holding this position is considered a ‘mandated reporter’ under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set
forth in CSU Executive Order 1083 as a condition of employment.

