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Human Resources Coordinator
The Clermont County public Library is currently seeking candidates for the position of Human Resources Coordinator.  This position is part of the Administration Team and administers human resources programs and activities for approximately 150 full and part time employees.  Clermont County Public Library has ten locations throughout Clermont County.  
DUTIES: Under guidance from the Library Director, administers the activities and programs of the Human Resources division including but not limited to: Recruitment, testing, selection, employee benefits, classification, compensation, employee and labor relations, training and development, Workers’ Compensation, policy and procedure development, personnel records and files, Affirmative Action
employee relations, Equal Employment Opportunity, and employee ADA  compliance. Must be able to work evenings and weekends.

QUALIFICATIONS:
A bachelor’s degree, in a related human resource field from an accredited college or university. Experience and training which provides the required knowledge, skills and abilities.  A Professional in Human Resources, PHR, or SPHR, Senior Professional in Human Resources certification desired.
Effective verbal and written communication skills and the ability to maintain effective working relationships with administration, staff, and prospective employees.  Knowledge of software such as Word, Excel, PowerPoint, Access.  Must be able to handle pressures of deadlines, coupled with frequent interruptions and a variety of situations requiring attention that necessitate considerable alertness and stamina.
Send current résumé with letter of application to:




Kymberli Sprankles, Business Service Coordinator, Workforce One 



of Clermont County, 756 Old State Route 74, Cincinnati, OH  



45245.  v: 513-943-3721, fax: 513-943-3002. 
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