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AMADOR WATER AGENCY 
   

 
Job Title:    HUMAN RESOURCES/RISK MANAGEMENT MANAGER 
Department:    Executive 
Approved By:  Board of Directors 
Approved Date:  July 9, 2020 
FLSA Status:   Exempt 
Contract Employee (Effective with new hires after 7/9/2020) 
 
Classification specifications (job descriptions) are intended to present a descriptive summary of the 
range of duties and responsibilities performed by an incumbent in the classification.  Specifications 
are intended to outline the minimum qualification for entry into the classification and not intended to 
reflect all duties and responsibilities of an incumbent in the classification. 

SUMMARY  
Under general direction of the General Manager, plans, directs and coordinates the activities and 
operations of the Human Resources, Safety and Risk Management programs; including 
classification and compensation, benefits, recruitment, employee and labor relations, succession 
planning, safety, risk management, disaster preparedness, emergency response and security, 
training and employee development; to provide leadership to the organization; to coordinate 
assigned activities with other departments and outside agencies; and to provide highly responsible 
and complex administrative support to the General Manager and Board of Directors. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 
assigned. 
 
HUMAN RESOURCES 
1. Identifies legal requirements and government reporting regulations affecting human resources 

to ensure policies, procedures, and reporting are in compliance.  Prepare and submit 
government-mandated reports.  Assures compliance with all applicable State and Federal laws 
with regard to employment and labor law. 

2. Develop and implement recruitment and selection procedures; participate in the selection 
process to fill vacant positions with qualified candidates. 

3. Plans and conducts new employee orientation to foster positive attitude toward company goals.  
Assist hiring manager with training needs of new hires, promoted and regular employees. 

4. Administer and maintain benefit plans, as well as records of benefit plan participation, such as 
insurance and pension plan, personnel transactions such as hires, promotion, transfers, 
performance reviews, terminations, and employee statistics for government reporting and 
Agency use. 

5. Coordinates management training in supervision, leadership, interviewing, hiring, terminations, 
promotions, performance review, safety, liability and sexual/work place harassment; coordinates 
employee training as required by State and federal laws and/or required for job specific 
certifications. 

6. Advises management in appropriate resolution of employee relation issues. 
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7. Responds to inquiries regarding policies, procedures, programs and MOUs. 
8. Administers performance review program to ensure timeliness, effectiveness, compliance and 

equity within the Agency. 
9. Receives, prepares and processes information of a confidential nature, ensuring such 

information is handled with discretion. 
10. Administers and maintains the Agency’s classification and compensation system to ensure 

compliance and equity within the Agency.  Prepare job descriptions and classification plans; 
conduct studies to determine appropriate classification and compensation. 

11. Administers and maintains benefits programs such as life, health, dental, vision and disability 
insurances, pension plans, vacation, sick leave, various types of leaves of absence, and 
employee assistance.  Acts as the information source to all levels of staff regarding personnel 
policies and procedures, employee rights, benefits and salaries.  Also assists employees, 
retirees and families on benefits issues; answers questions, and assists in resolving problems in 
a timely manner. 

12. Prepares employee separation notices and related documentation, and conducts exit interviews 
to determine reasons behind separations 

13. Represents the Agency at personnel-related hearings and investigations as needed. 
14. Assists in collective bargaining and labor relations programs, including acting as Personnel 

Officer in the Grievance Process.  May serve as a chief negotiator as assigned. 
15. Participates in strategic planning for the Agency and sets goals for the Human Resources and 

Risk Management functions to support the strategic plan; develops policies, procedures and 
protocols to implement Agency goals and objectives; participates in budget planning and 
administration of the Human Resources and Risk Management budgets. 

 
RISK MANAGEMENT 
1. Plans and administers the Agency’s safety and risk management programs in compliance with 

applicable state and federal regulations, including the Injury and Illness Prevention Program. 
2. Plans, develops and conducts safety and health education and orientation programs; 

coordinates other training activities. Maintains methods of effective communication of safety 
issues with employees. 

3. Investigates accidents and prepares reports for worker’s compensation insurance carrier, 
including determinations of modified and light duty assignments. 

4. Works directly with workers’ compensation program carrier to manage Agency claims. 
5. Works with supervisors and employees to promote the Agency’s Early Return to Work program 

offering modified and/or alternate duty assignments. 
6. Works closely with management in workers’ compensation claims administration. Evaluates 

claims to determine areas/departments with high frequency and severity. Closely monitors 
experience modification rate. 

7. Investigates accidents and claims for insurance carrier with regard to liability and property 
insurance, including determinations if additional processes can be implemented to lower future 
risk. 
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8. Process and oversee the administration of Worker’s Compensation claims, benefits, medical 
exams and reports; compiles statistical data on lost time and limited duty; assist employees with 
filing and inquiries regarding claims.  Monitor all open/closed claims and reserves through loss 
reports. 

9. Selects and manages any use of outside safety vendors. 
10. Develops policies, procedures and internal safety/risk protocols as necessary. 
11. Acts as Safety Coordinator, scheduling safety and training meetings.  Prepare and assemble 

safety and education materials for departments.  Provide support for departmental safety 
meetings.  Plan and coordinate safety training and programs to ensure OSHA compliance; 
monitor employee DMV pull-notice program. 

12. Responsible for coordinating with the Construction Supervisor to manage the BIT Program, with 
responsibility for the DOT aspect of the program.  Coordinates random drug and alcohol testing 
in compliance with DOT and Agency policies. 

13. Receives and manages liability claims made against the Agency. Coordinates inspections of 
damages with supervisor and/or onsite staff, prepares reports, coordinates with carrier on 
claims adjusting and investigation. 

 
Supervisory Responsibilities                       
Directly supervises employees in the Human Resources Department. Carries out managerial 
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. Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
 
Knowledge of: 
1. Principles and practices of public sector human resources administration, including pertinent 

local, state and federal laws and regulations. 
2. Principles and practices of public sector labor relations, including effective negotiation 

techniques, grievance resolution methods and progressive discipline. 
3. Agency policies and procedures, bargaining agreements and department policies and 

procedures. 
4. Principles of supervision, training and performance evaluations. 
5. Principles of total quality management. 
6. Principles and practices of administrative and statistical analysis as applied to personnel 

administration. 
7. Safety and Risk Management theories and principals. 
8. OSHA, Federal and State safety standards and regulations. 
9. Workers’ Compensation, liability and property claim administration. 
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10. Proper usage of English grammar, spelling, punctuation and vocabulary. 
11. Identification of problems, with timely resolution; developing alternative solutions, working as a 

team to resolve issues. 

Ability to: 
1. Deal tactfully and courteously with others in answering questions, disseminating information and 

providing customer assistance with Agency policies and operations. 
2. Organize, implement and direct assigned human resources operations/activities. 
3. Provide staff support in complex, sensitive, or difficult human resources related assignments 

requiring high level of independent judgment, strong analytical skills, and sophisticated 
knowledge of applicable laws, regulations and contractual agreements. 

4. Communicate effectively verbally and in writing; summarize facts and opinions concisely and 
accurately. 

5. Understand, interpret and apply Agency rules, regulations, policies and procedures including 
pertinent personnel laws and labor contracts. 

6. Interact well with co-workers and supervisors/managers to establish and maintain cooperative, 
effective working relationships. 

7. Supervise, train and evaluate assigned staff. 
8. Ability to keep confidences is a condition of employment. 
 
PHYSICAL DEMANDS  
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
The work performed is in a standard office environment, using a computer.  While performing the 
duties of this job, the employee is regularly required to sit and talk or hear. The employee is 
occasionally required to stand; walk and use hands to finger, handle, or feel. The employee must 
occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include 
close vision and ability to adjust focus. 
 
WORK ENVIRONMENT 
The work environment characteristic described here are representative of those an employee 
encounters while performing the essential function of this job.  Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions.  
 
The majority of the job activities are performed indoors in a temperature-controlled environment; 
occasional outdoor activities may occur including in inclement weather conditions and including 
traversing uneven terrain.  Minimal exposure to noise generated from the operation of office 
equipment.   
 
OTHER REQUIREMENTS 
 
Education and/or Experience                       
High school diploma or GED; four-year college or university program certificate; four (4) to five (5) 
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years related experience and/or training; or equivalent combination of education and experience 
such as a PHR/SPHR certification with six (6) to seven (7) years of HR Generalist experience.  
Public sector experience is desired. 
 
Computer Skills                       
To perform this job successfully, an individual should have knowledge of Human Resource 
systems; Internet software; Payroll systems; Spreadsheet software and Word Processing software. 
 
CERTIFICATES, LICENSES, REGISTRATIONS  
Must possess a valid California Driver's License, with a continuing acceptable DMV driving record, 
and be insurable by the Agency to operate Agency vehicles. 
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