
REQUISITION NO:  DATE POSTED:

POSITION NO: CLOSING DATE:

POSITION TITLE:

DEPARTMENT NAME / WORKSITE:

WORK DAYS: REGULAR FULL TIME:   GRADE/STEP:

WORK HOURS: PART TIME: NO. OF HRS./WK.: $

SEASONAL: $

TEMPORARY:

DUTIES AND RESPONSIBILITIES:

QUALIFICATION REQUIREMENTS:

Education, Experience and Training:

Special Knowledge, Skills and Abilities:

Special Requirements: 

AA69A

62,982.40

30.28

(In order to receive full credit for education, certification, or licensure, transcripts, copies of degrees, certificates, and

other appropriate documents must be submitted along with employment application.)

Must have criminal background check and a satisfactory clearance report before hiring.  Must have CPR, First Aid certified and 

Valid State Driver's License, and obtain the following within ninety days of hire: physical examination with T.B. clearance, Navajo 

Nation Vehicle Operator's Permit. A favorable background investigation is required prior to date of hire.

VETERANS PREFERENCE APPLIES

M - F

8 am - 5 pm

Coordinates with management team with the handling of any grievance issues in a legally compliant and professional manner;

responds to staff grievance and complaints following contract agreement, collective bargaining agreement and other mandated

guidelines; performs related investigations and documentation when warranted; maintains positive communications with union

representative, providing information when warranted and/or required; consults with legal counsel as appropriate on personnel

matters. Coordinates with management team to develop, maintain and track personnel related data and reports for planning and

information purposes to leadership advisory committee, oversight committee, policy council; participates in short and long term

planning, budget and program reviews. Ensures policy council receives proper information regarding all new hires; ensures

personnel files and staff/volunteer databases are maintained and current; ensures security and confidentiality of records; ensure

periodic audits of files for compliance with INS I-9 guidelines, certifications, background checks as required by Head Start

performance standards and other applicable laws.

NAVAJO HEAD START; Window Rock, AZ

THE NAVAJO NATION

Department of Personnel Management

JOB VACANCY ANNOUNCEMENT

PER ANNUM

PER HOUR

THE NAVAJO NATION GIVES PREFERENCE TO ELIGIBLE AND QUALIFIED APPLICANTS IN ACCORDANCE WITH THE

NAVAJO PREFERENCE IN EMPLOYMENT ACT.                                                

Responsible for direction, consultation, training and dissemination of personnel related information to management, staff and

policy council; researches, interprets, revises and develops policies involving personnel related issues; remains updated on

latest legal, labor laws and performance standard updates regarding human resources policies and procedures to ensure legal

compliance. Plans, organizes and monitors all activities of the Navajo Head Start Human Resource department. In coordination

with the Department of Personnel Management, the Office of Management and Budget, Office of the Controller ensures that all

necessary budgets, budget revision requests/modifications, position classification questionnaires, job vacancy announcements,

personnel action forms (PAF), verification of funds availability are submitted/completed for various personnel actions; ensure that

all required documents are prepared and submitted in a timely manner; coordinates recruitment program; works closely with

DPM on the recruitment, qualification assessment, referral, interview, selection, background checks, classification, compensation 

processes; supervises administration of employee performance evaluation system and necessary updates are made in HRIS in

accordance with Navajo Nation Personnel Policies and procedures.

A Bachelor’s degree in Human Resources or Personnel Management, Education Administration or closely related field; and

seven (7) years of work experience in human resource/personnel management including labor relations and negotiation, three

(3) years of which must have been in a supervisory capacity; OR a Master’s degree in Human Resources or Personnel

Management, Education Administration or closely related field; and five (5) years of work experience in human

resource/personnel management including labor relations and negotiation, two (2) years of which must have been in a 

Knowledge of Head Start Performance Standards and collective bargaining.  

Researches and implements fiscally responsible and efficient human resources processes, i.e., recruitment, classification,

compensation, performance management, training/development, staff/volunteer records and policy administration; advises and

assists supervisors with personnel related issues and challenges, including performance improvement plans, feedback and

disciplinary processes. Supervises and directs human resources staff in recruitment, selection and hiring processes; ensure

recruitment, selection and hiring processes are in compliance with applicable policies and procedures and the Head Start

performance standard requirements.

DOE7018410 01/13/14

242671 01/27/14

Head Start Human Resources Manager

Duration:       

Revised:  9/19/13


