
 
 

       JOB ANNOUNCEMENT 

Job Title:   Human Resources & Academic Personnel Director  
Division:   Administration 
FLSA Classification:  Exempt (full time) 
Schedule:   Full-time; evenings/weekends as needed 
Salary Range:   $92,000↑ (DOE) 
Supervises:   Yes  

SCOPE OF POSITION 
California Indian Nations College (CINC) seeks a Director of Human Resources to lead all HR operations in 
alignment with the College’s mission and values. Reporting to the President, this role oversees recruitment, 
employee relations, compensation, benefits, and compliance; supports academic personnel (faculty) 
processes; and promotes a culturally responsive, inclusive workplace that reflects CINC’s commitment to 
serving tribal and local communities. The Director provides guidance to senior leadership on workforce 
planning, employee engagement, and HR strategies that strengthen organizational growth and effectiveness. 
 
ABOUT CINC 
California Indian Nations College (CINC) offers a unique and rewarding opportunity to contribute to California’s 
only accredited Tribal College. Rooted in Native culture, language, values, and ways of knowing, CINC delivers a 
culturally responsive educational experience that empowers students while advancing academic excellence. 
Located in Southern California and serving students throughout California’s Indian Country, CINC is strategically 
positioned among numerous Tribal communities in Riverside and San Bernardino Counties. Through education, 
cultural preservation, and empowerment, CINC continues to expand educational access and opportunity while 
strengthening Native communities across the state. 
 
Supported by our Chartering Tribe, the Twenty-Nine Palms Band of Mission Indians, as well as strong 
partnerships with College of the Desert, the University of California, Riverside, Tribal Nations and communities, 
American Indian educators, legislators, and community organizations, CINC has experienced remarkable growth 
and continues to build momentum as a leader in higher education and Indigenous educational advancement. 
 
To sustain this growth, CINC seeks highly qualified, experienced, and motivated professionals who are 
committed to innovation, student success, and institutional development. We value individuals who excel in 
their fields, embrace collaboration, and are dedicated to serving students from diverse academic, cultural, and 
professional backgrounds. 
 
APPLY 
California Indian Nations College is looking for highly qualified individuals. Only those who meet the minimum 
qualifications will be considered for the position below. To apply, please complete the application and upload 
your Resume/CV, Cover Letter, and Diversity Statement at https://cincollege.org/ 
 
See job description below. 

https://cincollege.org/


 
 

                             JOB DESCRIPTION 

Job Title:   Human Resources & Academic Personnel Director 
Division:   Administration 
Reports to:   President & CEO  
FLSA Classification:  Exempt (full time) 
Salary Range:   $92,000↑ (DOE) 
Schedule:   Full-time; evenings/weekends as needed  
Supervises:   Yes  
Date Created/Updated:  June 03, 2026 
 
 
SCOPE OF POSITION 
The Director of Human Resources and Academic Personnel (HR Director) provides strategic and operational 
leadership for the institution’s human resources functions in support of the College’s mission, vision, and 
values. This position is responsible for the implementation of comprehensive HR systems and services, 
including and not limited to employee & labor relations, recruitment & retention, benefits administration, 
compensation & classification, performance management, state and federal compliance, with a strong 
emphasis on academic personnel (faculty) policies and procedures with familiarity in collective bargaining. 
 
The HR Director serves as an essential role and key advisor to institutional leadership organizational 
development, workforce planning, and institutional compliance with federal, state, and accreditation 
standards. This role is instrumental in cultivating a culturally responsive, inclusive, and equitable workplace for 
all, reflecting the values of CINC and its community. 
 
 
ESSENTIAL DUTIES & RESPONSIBILITIES 
Human Resources Leadership 
• Develops, implements, and manages HR policies, procedures, and systems that align with institutional 

goals, accreditation standards, and California employment law. 
• Administers HR operations including and not limited to: recruitment and selection, onboarding, employee 

relations, performance management, HRIS integrity, benefits coordination, ADA/FMLA compliance, 
classification, and compensation. 

• Serves as the College’s primary point of contact for all HR concerns and compliance. 
• Provides the oversight and coordination of student employment programs, ensuring student workers and 

supervisors receive appropriate guidance, feedback, and support in alignment with institutional and state-
federal policies, and HR standards. 

Academic Personnel (AP) Administration 
• Responsible for and coordinates with the appropriate staff on faculty-related employment processes, 

including and not limited to credential verification, contracts, evaluations, and compensation in 
accordance with academic standards and applicable labor laws. 

• Supports the development and works with Academic Senate on faculty salary schedules, workload 
policies, and creates the AP handbook consistent with institutional policy and accreditation standards. 



 
 

Labor and Employee Relations 
• Serve as the College’s chief resource and advisor on employee and labor relations matters, ensuring 

compliance with applicable employment laws, regulations, policies, and collective bargaining agreements 
while fostering a positive and productive workplace culture. 

• Provide strategic guidance and consultation to supervisors and administrators on employee relations 
issues, performance management, corrective action, conflict resolution, and workplace investigations to 
ensure equitable, consistent, and legally compliant practices. 

Organizational Development and Workforce Planning 
• Partners with executive leadership to develop and implement workforce planning, succession strategies, 

organizational development initiatives, and change management efforts supporting institutional priorities, 
long-term sustainability, and operational excellence. 

• Designs, coordinates, and evaluates professional development/training programs to strengthen leadership 
capacity, employee engagement, compliance awareness, workforce effectiveness, and retention. 

Equity, Diversity, and Inclusion 
• Promotes and supports equitable recruitment, hiring, retention, advancement, and workplace practices 

that foster a diverse, inclusive, and culturally responsive workforce. 
• Cultivates and maintains collaborative relationships with Tribal Governments, Tribal Education 

Departments, professional organizations, and community partners to strengthen workforce development 
initiatives, expand recruitment opportunities, and advance the College’s mission and values. 

Strategic and Administrative Oversight 
• Develops, administers, and monitors the Human Resources budget, ensuring responsible stewardship of 

resources, fiscal accountability, and alignment with institutional goals and priorities. 
• Directs the administration and integrity of Human Resources information systems, records, and data 

management processes, ensuring accuracy, confidentiality, security, and compliance with applicable 
reporting requirements. 

• Assesses the effectiveness of Human Resources programs, services, policies, and procedures; identify 
opportunities for improvement and implement strategies that enhance operational efficiency, employee 
service, and institutional effectiveness. 

• Maintains, interprets, and periodically revises the Employee Handbook, personnel policies, and related 
procedures to ensure compliance with applicable laws, regulations, and institutional practices; 
communicates updates and provides guidance to employees and supervisors as needed. 

• Maintains current knowledge of emerging human resources trends, employment law developments, and 
best practices; recommends and implements policy, procedural, and operational changes necessary to 
ensure ongoing compliance and organizational effectiveness. 

Other Responsibilities 
• Represents the HR Division on institutional committees, working groups, and community partnerships. 
• Responds and resolves all HR issues, concerns, and inquiries with discretion and cultural competence. 
• Performs other related HR duties as assigned. 
 
 
MINIMUM QUALIFICATIONS  
Long-term employment is contingent upon successful completion of a 180-day probationary period. To perform 
this job successfully, the HR Director must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill, and/or abilities required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
Education and/or Experience 
• Bachelor’s degree in Human Resource Management, Business Administration, Higher Education 

Administration, or related field; with a minimum of five (5) years HR Director experience. 
• Familiar with collective bargaining, labor relations, and grievance resolution. 



 
 

• Demonstrated experience in higher education Human Resources, including academic personnel. 
• Knowledge of California labor law, wage and hour regulations, and federal employment laws (EEO, ADA, 

FMLA, FLSA, Title IX, DOL, etc.). 
• Proven ability to develop HR systems and processes in a growing organization or institution. 
• Excellent interpersonal, negotiation, and communication skills with demonstrated ability to build trust 

across diverse constituencies. 
• Valid driver's license, insurable driving record, with access to personal transportation 

PREFERRED QUALIFICATIONS 

• Master’s degree in HR Management, Higher Education Administration, Organizational Leadership, or 
related field; with a minimum of three (3) years of progressive HR Director/HR Management experience. 

• HR certification (PHR, SPHR, SHRM-CP, SHRM-SCP). 
• Experience in a Tribal College, community college, or other mission-driven postsecondary institution. 
• Demonstrated ability to establish HR infrastructure supporting institutional accreditation and compliance. 
• Familiarity with Tribal sovereignty, government structures, and community-based partnerships. 

 
CORE COMPETENCIES 
• Strategic Thinking and Planning 
• Equity-Minded and Culturally Responsive Leadership 
• Organizational Development and Change Management 
• Confidentiality and Professional Ethics 
• Labor Relations and Collective Bargaining Expertise 
• Data Integrity and HRIS Proficiency 
• Communication and Interpersonal Effectiveness 
 
PHYSICAL DEMANDS 
The physical demands described on the attached “Physical Demands of Position” chart are representative of 
those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable 
accommodation may be made to enable individuals with disabilities to perform the essential functions.  See 
attached “Physical Demands of the Position”. 
 
CONFIDENTIAL INFORMATION  
This position has access to confidential information – such as student personal data and academic records.  
Must be familiar with FERPA mandates. 
 
PERFOMANCE EVALUATION 
Performance evaluation will be determined based on performance results of job duties as described herein as 
well as attainment of annual strategic work plan goals. 
 
EQUAL OPPORTUNITY EMPLOYER 
We are an Equal Opportunity/Affirmative Action Employer; California Indian Nations College maintains a policy 
which prohibits the discrimination and harassment on any basis including, but not limited to, race, age, color, 
religion, sex, gender, pregnancy, marital status, national origin, tribal affiliation and non-tribal affiliation, 
physical or mental disability, medical condition, veteran status, sexual orientation, ancestry, and any other 
protected characteristics. If you need special accommodation for the application process, please contact 
Human Resources. 
 



 
 

 
ACKNOWLEDGEMENT 
I have been given a copy of this position description.  I understand I may be asked to perform job tasks and duties 
not listed in the description and that my supervisor may change the description at any time, according to College 
needs. 
 
 

______________________________ ___________________________ ___________________  

Employee Name   Employee Signature   Date 

 

______________________________ ___________________________ ___________________ 

Supervisor Name   Supervisor Signature   Date 

 

______________________________ ___________________________ ___________________ 

Approving Official*   Authorized Signature   Date 

 

 

 

 

cc:   Employee, Personnel File 

*HR Director, HR Manager, OOTP 


