Brandywine School District

Department of Human Resources Functional Organization Chart

Director of Human Resources

Kimberly Doherty, SPHR
	HR Department Management/Employee Relations/Performance Management/Negotiations

Kim Doherty – Director

kim.doherty@bsd.k12.de.us

302-793-5048

· HR Staff/Department Management   

      (attendance/budget/etc.)

·  Contract Negotiation &

     Administration

·  Board Policy & Regulations

     Development

· Position Promotion/Reclassification

· Unemployment Hearings/Appeals

· Administrative Support for HR Issues

· Employee Discipline

· Investigations

· Performance Improvement Plans

· Conflict Resolution

· Termination Proceedings

· Reductions in Force

· Training & Development

· BSD Strategic Plan

· HR Audits

· Unit Count Procedures/ Management & Audits

· Position Allocations & Control

· Compensation/Reclassification Management Issues

· Reception Area Oversight
	Employee Compliance/

Communications//Misc/FileMgmt

Anne Rosen, PHR – Specialist
anne.rosen@bsd.k12.de.us 
302-793-5019

Compliance

· Relevant Board Policy & Regulations Enforcement

· HR Procedures

· FLSA Compliance

· Government Data Reporting

Communications

· Employee Handbook

· Administrator Handbook
· HR Web Site

· BSD Organization Charts
· Employee Notices (holidays, bonuses, annual employee data update (phone, etc.)
· Employee Recognition & Awards

· Exit Interviews & Surveys
Miscellaneous

· HRIS Systems

· HR Data Requests/Management

· Administrator Contracts

· Board Agenda, Letters

· Employee Performance Management 

(Guidelines, Schedule, Forms, & Audit)

· Training & Development
· Annual/Special Projects 

· Manage Badge ID Policies/Procedures
· Supervise File Management
	Staffing - Certificated & Administrative

Vivian Gebhart – Specialist
vivian.gebhart@bsd.k12.de.us 
302-793-5024

· Applications Processing

· Job Descriptions 

· Position Control

· Recruitment (includes brochures, job fairs)

· Job Postings & Advertising 

(compliant with FLSA, EEO and ADA)

· Screening App’s for credentials/references

· Personnel Requisitions

· Initial Salary Determination & Offer

· New Hire Packets

· New Hire Orientation

· New Hire Processing – excludes CB results

· DEEDS Processing - License/Certs/ HQ/Plus Credits/Clock Hours/Clusters

· Employee Actions Forms Processing
· Tuition Reimbursement

· Voluntary/Involuntary Transfers

· Seniority Listings

· Resignation/Retirement/Termination Notifications

· Staff Tracking 

· Substitute Management

· EPER

· Student Teacher Management

· Critical Needs Scholarship

· Backup for Maria Kok
	Staffing – Classified/ Casual/Seasonal

Maria Kok – Senior Administrative Assistant
maria.kok@bsd.k12.de.us
302-793-5071

· Applications Processing

· Job Descriptions 

· Position Control

· Recruitment (includes brochures, job fairs)

· Job Postings & Advertising 

(compliant with FLSA, EEO and ADA)

· Screening App’s for credentials/references

· Personnel Requisitions

· Initial Salary Determination & Offer

· New Hire Packets

· New Hire Orientation

· New Hire Processing – excludes CB results

· DEEDS Processing – Permits/Salary Increment Increases/Clock Hours

· Employee Actions Forms Processing
· Tuition Reimbursement

· Voluntary/Involuntary Transfers

· Seniority Listings

· Resignations/Retirement/Termination Notifications

· Staff Tracking

· Substitute Management 

· Individual Contract Employees

· United Way

· Process Director’s Monthly Expenses

· Backup for Vivian Gebhart


	Reception Area Support Staff:
Toni Jacobs – Sr. Office Assistant

toni.jacobs@bsd.k12.de.us 
302-793-5000
· Receptionist Duties

· HR Screening of Calls & Visitors

· HR/Certified/FedEx Mail/Mailings

· Confirm necessary money in mail meter

· Employee ID Badges

· Process all criminal background checks (employees, contract & volunteers)
· District Office Employee Emergency Contact Forms
· Attendance & Professional Development/Travel Requests
· Budget Maintenance & Purchase Orders
· Calendar Maintenance for Director
· Technology Work Orders & Supplies

· Order Office Supplies & Maintain Supply Closet

· Assemble Contract & Seniority Listing Binders

· Sign working papers

· Backup for Sandrus Clark
	File Management Support Staff:
Sandrus Clark- Sr. Office Assistant

sandrus.clark@bsd.k12.de.us 
302-793-5062
· File Management – file, retrieve and return files for all staff, create new files, prepare files & monitor employee review of same, sign out files to authorized staff and ensure return; maintain file records (logs, cards, etc.)
· Applications – shred applications >1 year monthly

· File missing information routinely

· Maintain Name Change Listing

· Archiving – prepare files for archiving, retrieve and return files from Archives; maintain & update archive records
· Maintain Grievance files

· Verifications of Experience – includes microfiche records
· Backup for Toni Jacobs 
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