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Department: Human Resources Reports to: Executive Director of Governmental 
Operations 

Pay Range: DOE Effective Date: February 14, 2020 

Hours/week: 40 Revised Date: n/a 

Classification: Exempt Type: Full-time 

MISSION STATEMENT 

The Federated Indians of Graton Rancheria exists to exercise our inherent sovereign powers, customs and traditions; to perpetuate 
our unique native heritage; to preserve and protect the rights and privileges of our Tribe; to establish justice in the conduct of tribal 
affairs; to work for the social and economic betterment of all Citizens; and to foster the value of education. 

PURPOSE OF POSITION 

The Director of Human Resources is a strategic and progressive leader managing the Human Resources Department while devising 
innovative and transformative policies, programs and systems. This position is responsible for multi-functional Human Resources 
support on a strategic and operational level in the following divisions: Employee Relations, Classification and Compensation 
Management, Performance Development, Benefits Administration, Recruitment and Selection, Training and Organizational 
Development, Workers Compensation, Leave of Absence Administration, Policy Administration, and other related Human Resources 
functions. The Human Resources Department is engaged in a wide variety of organizational priorities, and plays an integral role as a 
change agent in implementing strategic business plans. 

ESSENTIAL DUTIES, FUNCTIONS & RESPONSIBILITIES 

Leadership 
• Provide analysis and advice on all matters related to human resources and employee relations.
• Inspire continuous improvement by leading the development, implementation, and assessment of Human Resources’ strategic

goals, tactical plans, and operational plans, aligning them with the Tribe’s strategic plan and priorities.
• Use assessment results to improve Human Resources functions and practices.
• Identify, define and implement solutions that address the needs of the business, while taking into account broader implications.

Human Resources Operations 
• Oversee the operations and administration of all human resources functions.
• Direct and implement all initiatives and projects associated with Human Resources.
• Oversee the use and maintenance of Human Resources Information Systems to process transactions.
• Assure appropriate department recordkeeping and retention of all necessary files.
• Collaborate with finance department to ensure the integrity and accuracy of payroll and personnel information processes.

Employee Relations 
• Manage employee relations by ensuring that all employees are treated with fairness and consistency.
• Provide supervision, evaluation, and accountability training to supervisors and managers.
• Empower supervisors and managers to remediate personnel problems and apply employment laws.
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Policy 
• Continually evaluate Human Resources policies and procedures, recommending additions, modifications, and omissions to

maintain currency and compliance.
• Oversee enforcement of such policies and procedures related to human resources functions.

Recruitment and Staffing 
• Administer recruitment and staffing, including guidelines for conducting searches, compliance with laws and regulations

regarding recruitment and hiring, and alignment of practices with the Tribe’s values and strategic goals.
• Oversee the review of all personnel changes
• Develop and implement strategies for attracting top-tier talent at all personnel levels.

Performance Management 
• Oversee the implementation of employee evaluation and employee development plans.
• Oversee employee onboarding and training.
• Coordinate the development and maintenance of job descriptions for all employees.
• Manage employee recognition activities.
• Conduct performance review of Human Resources Department and participate in goal setting for the Department.

Compensation and Benefits Administration 
• Oversee the efficient administration of employee benefits, Worker’s Compensation and Unemployment Insurance.
• Lead the development of benefit orientations and benefit trainings.
• Direct the periodic review, revision and general maintenance of position classifications, salary grades, and salary ranges, working

collaboratively to determine implementation and sustainability plans for modifications.

SUPERVISORY RESPONSIBILITIES 

The Director of Human Resources directly supervises all employees in the Human Resources Department. 

MINIMUM MANDATORY QUALIFICATIONS 

Experience: • Ten years’ Human Resources experience at an executive level

PREFERRED QUALIFICATIONS 

• Master’s Degree in Human Resources
• SPHR, SHRM-CP, and/or SHRM-SCP certifications.
• Human resources management experience for a tribal or governmental entity

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER QUALIFICATIONS 

• Strategic thinker who is proactive, establishes high expectations, and incorporates performance measurements to ensure results
consistent with the overall goals of the Tribe.

• Ability to establish clear objectives for the Human Resources Department that are aligned with the strategic goals of the Tribe,
and will hold Department employees accountable for achieving positive results.

• Willingness to stay abreast of what is happening across the organization and understand the influence of the dynamics within the
organization to achieve organizational objectives.

• Ability to understand the organization’s culture and norms of behavior.
• Proven leader and skilled administrator who will introduce creative strategies and approaches for policies, programs and systems.
• Possesses the management style to successfully facilitate various change initiatives and develop and maintain productive working

relationships with a wide range of stakeholders.
• Effective organizational, interpersonal, coaching/advising/mentoring, and decision making skills.
• Excellent oral and written communication and presentation skills.
• Working knowledge in various Human Resources technologies and software, as well as proficiency in Microsoft Office products,

such as Excel, Word, Outlook and Power Point.
• Approachable and open communicator. Ability to work collaboratively and effectively with a diverse team.
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• Credible advisor who is committed to mentorship and the professional growth of both the Human Resources Department and all
FIGR employees.

• Resourceful problem solver with a strong focus on excellent customer service and a high level of personal and professional
integrity.

WORK ENVIRONMENT 

Work environment: The work environment characteristics described here are representative of those an employee encounters 
while performing the primary functions of this job. Normal office conditions exist, and the noise level in the 
work environment can vary from low to moderate. Limited overnight travel may be required from time to 
time.  

Physical demands: The physical demands described here are representative of those that must be met by an employee to 
successfully perform the primary functions of this job. While performing the duties of this job, the employee 
may be required to frequently stand, walk, sit, bend, twist, talk and hear. There may be prolonged periods of 
sitting, keyboarding, reading, as well as driving or riding in transport vehicles. The employee must 
occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include reading, 
distance, computer, and color vision. Talking and hearing are essential to communicate with Citizens, 
employees, vendors and staff. 

Mental demands: There are a number of deadlines associated with this position. The employee must also multi-task and 
interact with a wider variety of people on various topics and, at times, complicated issues. 

TRIBAL AND INDIAN PREFERENCE 

The Federated Indians of Graton Rancheria is a federally recognized Indian tribe and, in accordance with the Tribe’s human resources 
policies, has implemented an Indian Preference Statute. Pursuant to this Statute, the Federated Indians of Graton Rancheria shall give 
preference in hiring in the following order of priority: (1) Citizens of the Federated Indians of Graton Rancheria, (2) All Native 
Americans who are members of or affiliated with a California Indian Tribe with ties to Marin and Sonoma Counties, (3) All Native 
Americans who are members of or affiliated with any other California Indian Tribe, and (4) All other Native Americans who are 
members of a Federally Recognized Indian Tribe. 

Aside from employment preference as provided in this section, the Federated Indians of Graton Rancheria shall not discriminate 
because of race, creed, age, sex, color, national origin, religion, sexual orientation, marital status, medical disability or political 
affiliation. 

OTHER 

Driving: All employees must maintain a current and valid driver’s license and must be insurable. 

Confidentiality: All employees must uphold all principles of confidentiality and patient care to the fullest extent. This position 
has access to sensitive information and a breach of these principles will be grounds for immediate termination. 

Background 
investigation: 

This position may be subject to a criminal history background check, a suitability background check and/or a 
Fair Credit Reporting Act (FCRA) check. In addition, this position is subject to a 101-630 background check 
in an effort to ensure compliance with Public Law 101-630 “Indian Child Protection and Family Violence 
Prevention Act.” Candidates must be able to successfully pass all required background checks to qualify for 
this position. 

Drug screening: All applicants must successfully pass a pre-employment drug screening prior to beginning employment and 
will be subject to reasonable-suspicion drug testing. 

DISCLAIMER: THE INFORMATION ON THIS POSITION DESCRIPTION HAS BEEN DESIGNED TO INDICATE THE 
GENERAL NATURE AND LEVEL OF WORK PERFORMANCE BY EMPLOYEES IN THIS POSITION. IT IS NOT DESIGNED 
TO CONTAIN, OR BE INTERPRETED AS, A COMPREHENSIVE INVENTORY OF ALL DUTIES, RESPONSIBILITIES, AND 
QUALIFICATIONS REQUIRED OF EMPLOYEES ASSIGNED TO THIS POSITION. EMPLOYEES MAY BE ASKED TO 
PERFORM OTHER DUTIES AS NEEDED. 
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ACKNOWLEDGEMENT 

I have reviewed the content of the Director of Human Resources Job Description and have been provided a copy of the Job 
Description. I certify that I am able to perform the essential functions of this position as outlined in this description, with or without 
reasonable accommodation. 

Describe any accommodations required to perform these functions: 

 _______________________________________________________________________________________________________ 

 _______________________________________________________________________________________________________ 

 __________________________________________   ___________________________________________ 
 Employee (printed name)  Employee (signature) 

 ___________________________________________ 
 Date 

 __________________________________________   ___________________________________________ 
 Supervisor (printed name)  Supervisor (signature) 

 ___________________________________________ 
 Date 
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