JOB DESCRIPTION TEMPLATE
Director of Human Resources
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
The Director of Human Resources oversees all HR operations, policies, and initiatives that support the university's mission and goals. Reporting to the Vice President for Administration, the Director leads efforts to attract, retain, and develop a diverse and talented workforce while fostering a culture of collaboration, equity, and inclusion across the institution.
As a trusted advisor and strategic partner to senior leadership, the Director provides leadership across talent acquisition, employee relations, performance management, organizational development, and compliance. Higher education experience is strongly preferred, since the regulatory environment, shared governance culture, and workforce complexity of a university are distinct from most other settings. It is a senior administrative role within the higher education sector.
Key Responsibilities
Strategic Leadership
1. Develop and implement HR strategies that align with the university's mission and the evolving landscape of higher education workforce management.
1. Partner with senior leadership and academic deans on workforce planning, organizational structure, policy development, and institutional culture.
1. Foster a workplace culture that values diversity, equity, inclusion, and genuine collaboration across faculty, staff, and administrators.
Operations, Talent & Compliance
1. Oversee recruitment, onboarding, employee relations, benefits administration, compensation, leave management, and professional development.
1. Ensure full compliance with federal, state, and local employment laws and regulations, institutional policies, and accreditation standards.
1. Develop equity-centered recruitment strategies that attract top faculty and staff, and lead onboarding, training, leadership development, and succession planning.
Employee Relations & Data
1. Serve as a trusted advisor on HR policy, conflict resolution, performance management, and progressive discipline, and oversee investigations into employee concerns and grievances.
1. Analyze HR metrics, workforce data, and labor-market trends to inform strategic decisions and address people challenges proactively.
1. Use HRIS and analytics platforms to improve the accuracy, accessibility, and strategic value of workforce data, and report regularly to leadership.
Qualifications
Education & Experience
1. Bachelor's degree in Human Resources, Business Administration, or a related field; master's strongly preferred. Certifications such as SPHR, PHR, SHRM-SCP, or SHRM-CP may partially substitute for advanced-degree requirements.
1. Minimum of seven to ten years of progressive HR leadership experience, ideally in higher education or a large, complex organization.
Knowledge & Skills
1. Comprehensive knowledge of HR principles, employment law, and compliance requirements.
1. Proven success leading organizational change and implementing HR best practices.
1. Strong analytical and problem-solving skills, with demonstrated ability to use workforce data to drive strategic decisions, plus familiarity with enterprise HRIS platforms.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
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