


	State of Montana Occupational Standard Template
Job Code Title:  Human Resources Executive
O*Net Code:  11-3121.00 - Human Resources Managers

	[bookmark: Check1]|_| Purpose (Check the box if the purpose of the job matches the occupational standard):  Provide top-level human resources (HR) management decisions including long-term strategic planning, proposing legislation, authorizing budgets, and providing top-level authorization for HR projects, programs, and resources.  Perform high-level HR management functions at least 70 percent of the time.  

	[bookmark: Check26]Method used to Conduct Classification Review (If at least 70% of the time spent performing the work in the job matches the standard by at least 70%, continue using this occupational standard.  If not, choose a different occupational standard or use an “all other” template):    |_| Job Description Review  |_|  Reclassification & Job Audit  |_| Reclassification Transition |_|  Other (describe):  

[bookmark: Text1]     % Representative Duties Performed at All Levels (Add percent of time matching the standard.  Leave boxes unchecked if the work duty is not performed in the job.  Classification does not require all boxes in this section be checked.):  
[bookmark: Check27]|_| Direct and manage the overall integration of activities for a variety of HR projects and programs.
[bookmark: Check44]|_| Authorize, determine, and manage the overall direction for strategic HR initiatives in an organization or across agencies.
[bookmark: Check45]|_| Propose, plan, and testify about HR legislation, budgets, projects, and programs to legislators during legislative sessions and to subcommittees.
[bookmark: Check47]|_| Advise other executives and managers regarding HR issues, such as interpreting employment policies, discipline handling, and employment investigations.
[bookmark: Check50]|_| Represent an organization at public meetings and during investigations or emergencies.
[bookmark: Check48]|_| Responsible for top-level agency decisions involving statewide HR proposals, emergencies, and other initiatives.
[bookmark: Check52]|_| Determine and authorize significant HR projects on behalf of the agency involving external entities such as other agencies, contractors, counties, cities, and other employers.  
[bookmark: Check51]|_| Consult with the organization’s top executives to determine and solve strategic-planning and talent-management issues.  
[bookmark: Check49]|_| May participate in negotiating bargaining agreements and interpreting labor contracts.  


	· Check any boxes* in this standard matching the minimum requirements (including statutory requirements*, if any) for the position’s job description. 
· Check the box beside the job code and title matching the duties performed by the position. If the position does not perform all additional duties and meet all minimum requirements for higher levels, but still matches the overall 70% threshold for the occupation, check the box beside level 1.  
· The job can’t be classified higher than level 1 unless all the level’s additional duties and other minimum requirements are performed by the position.     



	
	[bookmark: Check28]|_|Human Resources Executive
A3C01E

	Additional Duties Required at this Level
	[bookmark: Check35]|_| Regularly manage at least five FTE directly or indirectly within the managed reporting structure, including hiring, firing, performance management, discipline, work distribution, and employee development.  
[bookmark: Check38]|_| Manage employees represented by at least two different occupations.  
[bookmark: Check37]|_| Directly responsible for reorganizations within the division or bureau.
[bookmark: Check39]|_| Write, plan, or request proposed legislation, obtain legislative bill sponsors, and testify about proposed legislation.
[bookmark: Check43]|_| Present the budget for their division and programs during a legislative session or to legislative subcommittees, testifying as necessary.
[bookmark: Check40]|_| Authorize budget expenditures, personnel changes, and other resources approved during legislative sessions.
[bookmark: Check41]|_| As a top-level authority, provides a division’s response to legislative audits.
[bookmark: Check42]|_| Determine and authorize the long-term strategic work plan for the agency, division, or bureau.  


	*Note –Items below with check boxes are statutory requirements used during classification.  Check the box if the position meets the statutory requirement.

	Typical Qualifications on the First Day of Work
	· Bachelor’s degree in human resources or related field.
· Five years of dedicated human resources job-related experience.
· Three years of senior-level management experience.
· Other combinations of education and experience may be substituted.

	‘Core Competencies
	· 

	Other Important Information 
	· 

	Typical Work Environment 
	· Normal office environment.

	FLSA Status1
	· Exempt:  Executive


1 State agencies must evaluate each individual employee to determine overtime eligibility status as required by the Fair Labor Standards Act (FLSA).

Minimum Physical/Mental Requirements:
· May need to work at a computer daily for 8 or more hours at a time.
· Fluctuation in workload may require more than a 40-hour work week.
· Work during legislative sessions, audits, or with difficult employment situations may be stressful.  

Distinguishing Factors:  

[bookmark: _Hlk12869970]Supplemental Job Information (to be completed by agency):
· Position Number(s):
· Differing Work (Differences, if any, must be no more than 30 percent of the total job.  If a job differs more than 30 percent from this description, it must be classified into another benchmark or an “all other” standard.):

Supporting Documentation:
[bookmark: Check31]|_|  Agency Classification Request
[bookmark: Check32]|_|  Organizational Chart
[bookmark: Check33]|_|  Job Audit Notes
[bookmark: Check34]|_|  Other (please describe):  

Signatures
My signature below indicates the statements associated with this position’s duties are accurate and complete.


Supervisor (Name, Title, Date)_____________________________________________________________________________________



I attest the criteria outlined above meet classification requirements outlined in the broadband manual/policy) establishing the following occupational title and level for the positions listed:

TITLE_______________________

LEVEL______________________

JOB CODE___________________

Classifier (Name, Title, Date, Agency) ________________________________________________________________



