1)  Example of Large ad

The (insert HD name) Health Department is accepting applications for a (FT/PT) Human Resource Manager.
General Duties include:  This position serves under the direction of the Director.  Responsibilities for this position include, but are not limited to; Oversee the personnel management and administrative functions.  Conduct recruitment and selection processes.  Develop, recommend and administer personnel policies.  Organize and develop staff meetings, employment and career counseling, employee training and development. Analyze issues and data for the purpose of resolving classification, compensation, performance and organizational assessment issues.  Facilitate the resolution of internal and external human relations issues and employee grievances, conduct investigations into allegations of discrimination or harassment, employee disciplinary matters and make recommendations based on findings.  Administer worker’s compensation and/or employee benefit programs, approve employee transactions for payroll processing and provide policy guidance and information to management and employees.  May supervise staff.
Minimum Education, Training or Experience:  Bachelor’s Degree in Business/Public Administration, Public /Community Health, Human Resource Management, Industrial or Labor relations or Psychology.  Three (3) years of experience in an administrative or management capacity, where fiscal, budgeting, personnel and planning or closely related activities are demonstrated.
Substitution for Education, Training or Experience:  HS diploma/GED and eight (8) years of combined education in Business/Public Administration, Public /Community Health, Human Resource Management, Industrial or Labor relations or Psychology (not to exceed five (5) years) and experience in an administrative or management capacity, where fiscal, budgeting, personnel and planning or closely related activities are demonstrated will substitute for the minimum requirements.
Starting Salary:  $18.08 - $23.00/hr negotiable with additional experience.  Grade 21
Applications may be obtained at the (insert HD name) Health Department, (insert HD address and phone) or http://chfs.ky.gov/dph/lhdapp.htm  

Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 

Equal Opportunity Employer.

Applicants and employees in this classification may be required to submit to a drug screening test and background check.

2)  Example of smaller ad to reference website

The (insert HD name) Health Department is accepting applications for a (FT/PT) Human Resource Manager.  

Starting Salary:  $18.08 - $23.00/hr negotiable with additional experience.  Grade 21
Applications and full listing of qualifications may be obtained at the (insert HD name) County Health Department, (insert HD address and phone) OR online at http://chfs.ky.gov/dph/LHD.htm  Completed application and transcript must be returned by close of business (insert date) to (insert HD name).
Resume will not substitute for completed application. 
Equal Opportunity Employer.

Applicants and employees in this classification may be required to submit to a drug screening test and background check.
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