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Killeen Independent School District 
Job Description 

  
Job Title:  Assistant Superintendent of Human Resources  
Reports To:  Superintendent 
FLSA Status:  Exempt          
         
SUMMARY  
Plans and carries out policies relating to all phases of personnel management by performing assigned 
duties personally or through others. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:  
 
Plans and directs a program for selection and assignment of best-qualified teachers and personnel. 
 
Recruits, interviews, and selects employees to fill vacant positions. 
 
Keeps record of personnel transactions such as hires, promotions, transfers, appraisals, and terminations. 
 
Conducts auxiliary personnel wage surveys within labor market to determine competitive wage rate. 
 
Prepares budget of Human Resources operations. 
 
Prepares employee terminations and related documentation. 
 
Represents district at personnel related hearings and investigations. 
 
Keeps records of hired employee characteristics for governmental reporting purposes. 
 
Oversees the districts recruiting program; assists as necessary. 
 
Performs reference and background checks on applicants. 
 
Communicates with job applicants to notify them of employment consideration. 
 
Certifies classifications and salaries for all personnel to the Payroll Department. 
 
Administers the district's transfer program for classroom teachers. 
 
Prepares personnel forecast to project employment needs. 
 
Advises administration of district policy regarding equal employment opportunities and compensation. 
 
Consults legal counsel to ensure that policies comply with federal and state law. 
 
Makes recommendations to the Superintendent regarding personnel management policies and practices. 
 
Manages and evaluates all staff of the human resources department. 
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Cooperates with colleges and universities and career guidance offices regarding applicants and student 
teachers. 
 
Assists in planning, developing, and revising of personnel management policies in accordance with state 
legislation and submits to the Board of Trustees for adoption. 
 
Ensures accuracy of personnel-related information in the employee handbook. 
 
Directs the development and maintenance of employee job descriptions. 
 
Oversees and implements personnel-related district and governmental rules, regulations, and procedures 
for compliance. 
 
Oversees district's risk management policies and procedures. 
 
Performs other duties as assigned. 
 
SUPERVISORY RESPONSIBILITIES  
Manages staff in Human Resources Department. Is responsible for the overall direction, coordination, and 
evaluation of these units. Carries out supervisory responsibilities in accordance with the organization's 
policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; 
planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; 
addressing complaints and resolving problems. 
 
QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 
The requirements listed below are representative of the knowledge, skill, and/or ability required.  
 
EDUCATION and/or EXPERIENCE  
Master's degree in Education, Human Resources, or Business Administration, or equivalent; a minimum 
of three years experience in school administration, preferred, or a minimum of five years personnel 
management-related experience.  
 
CERTIFICATES, LICENSES, REGISTRATIONS  
Principal Certification, required. 
 
LANGUAGE SKILLS  
Ability to read, analyze, and interpret the most complex documents.  Ability to respond effectively to the 
most sensitive inquiries or complaints.  Ability to write speeches and articles using original or innovative 
techniques or style.  Ability to make effective and persuasive speeches and presentations on controversial 
or complex topics to members of the board of trustees, administrators, principals, staff, applicants, and 
general public. 
 
MATHEMATICAL SKILLS  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
 
REASONING ABILITY 
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an 
extensive variety of technical instructions in mathematical or diagram form and deal with several abstract 
and concrete variables. 
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OTHER QUALIFICATIONS 
Must be able to travel occasionally. 
 
MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 
Tools/Equipment Used: Standard office equipment including personal computer and peripherals 

Posture: Prolonged sitting; occasional bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions including frequent keyboarding and use of mouse; occasional reaching 

Lifting: Occasional light lifting and carrying (less than 15 pounds) 

Environment: May work prolonged or irregular hours; frequent districtwide, statewide, and out-of-state 
travel 

Mental Demands: Work with frequent interruptions, maintain emotional control under stress 

 
Revised Date:                           January 12, 2022 
 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not 
an exhaustive list of all responsibilities, duties, and skills that may be required. 
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