
H U M A N  
R E S O U R C E S  
D I R E C T O R

We're hiring!

CLATSOP COUNTY, OREGON
$101,260 to $136,999

Open until filled with a first review of 
applications Nov. 18, 2022. 

 
 
 
 
 
 

Clatsop County is an Affirmative 
Action/Equal Opportunity Employer. 

TO  APPLY
Submit your resume and cover letter to 

mary@workplaceresultsllc.com. 
For questions, please call 503-318-2705.



H U M A N  R E S O U R C E S  
D I R E C T O R

CLATSOP 
COUNTY
Clatsop County is nestled in the northwest corner of Oregon, bounded by the Columbia River and the Pacific
Ocean. It is the home of people who love to play in the ocean, fish, hike, garden, ranch, create, and to those
who foster this unique, welcoming and resilient community.

Named for the Clatsop Indians, Clatsop County is rich in history, scenery and opportunity.  Lewis and Clark's
Corps of Discovery stayed right here in the winter of 1805 before starting their journey back East. Today, Fort
Clatsop National Historical Park draws thousands of visitors every year to recount their journey. It is just one
of the area landmarks and attractions that also includes Fort Stevens State Park, the Columbia River
Maritime Museum, the Astoria Column, Haystack Rock and Saddle Mountain.

Ocean beaches, secluded coves, dense 
rainforests, mountains, rivers and streams 
make the county and its rugged coastline a 
natural recreation center. Broad sandy beaches 
offer beachcombing, clamming, fishing for 
salmon, steelhead and trout, camping, hiking 
and quiet escapes. State parks and waysides 
provide miles of hiking and bicycle trails, 
wildlife viewing, scenic viewpoints, picnic sites 
and campgrounds. 

Our ocean cities of Cannon Beach and Seaside 
offer family-friendly activities. Astoria, the 
Clatsop County seat, is Oregon’s oldest city and 
the oldest American settlement west of the 
Rockies. Rich in history, this popular tourist 
destination is filled with cultural activities, 
musical and theatre performances which often 
are housed at the historical Liberty Theatre. All 
this and you’re just a few hours' drive to the 
great Cascade Range for world premier skiing 
destinations and a scenic two-hour drive to the
Portland metropolitan area. 



COUNTY GOVERNMENT

ABOUT 
CLATSOP COUNTY

41,000 
Residents

Clatsop 
Community 

College 

1,085 square miles: 
873 square 

miles of land,
212 square miles 

of water

Community-
Supported 

School Districts

Industry:
Forestry,
Fishery,

Recreation & 
Tourism

The first Clatsop County government dates to the 1840s. Today Clatsop County is one of nine Home 
Rule counties in Oregon. Five non-partisan elected commissioners set policy and appoint a full-time 
County Manager, who is responsible for daily operations. The Sheriff and District Attorney positions 
are also elected.

COUNTY DEPARTMENTS 
County Governance (County Manager) *  Assessment and Taxation * Information Systems

Budget and Finance * County Clerk * Juvenile * Public Health * Public Works 
Human Resources * Emergency Management * District Attorney * Sheriff’s Office 

The county also administers a road district, a rural law enforcement district, a local sewer district, and 
the 4-H and Extension district.
 
Clatsop County’s 2022-23 budget is $110,216,520, with a General Fund of $34,819,360. The work-force 
totals 254 full time employees. A Long-Term Financial Plan provides guidance for maintaining the
county’s financial health and accountability. It ensures that the county maintains adequate reserves, 
that fees cover costs for services and that new revenue sources are explored.



Report directly to the County Manager. 
Plan, develop, and administer Human Resources programs 
including recruitment and selection, classification and 
compensation, benefits, training, performance evaluation, 
personnel policies, equal employment opportunity, safety, 
and employee recognition. 
Direct or serve as the chief negotiator for the County’s 
management bargaining teams. 
Provide general management support to the County 
Manager and participate as a member of the county’s 
executive management team to facilitate effective and 
quality service delivery in all county programs.

Clatsop County strives to create and maintain an inclusive, 
professional and respectful work environment. The Human 
Resources Director plays an integral role in this effort. 
They will:

H U M A N  R E S O U R C E S  
D I R E C T O R

ABOUT THE 
POSITION

ESSENTIAL FUNCTIONS
Develop and implement new and revised department 
policies; establish goals, standards and objectives; identify 
opportunities for improving service delivery; oversee the 
preparation of the department’s annual program plans; 
ensure compliance with federal and state statutes, rules, 
regulations, County policies and the goals and objectives of 
the Board of Commissioners.
Develop and advise departments in administration of all 
aspects of human resources programs including pay and 
classification plans, equal employment opportunity plan, 
recruitment, selection, training, performance appraisal, 
coaching and progressive discipline, general policies and 
laws regarding employment practices; develop and 
administer employee benefits program, including 
recommendation of benefit plans to the County Manager; 
assist employees to appropriately use benefit programs, 
problem solve benefit issues and ensure new program 
changes are communicated to employees.



H U M A N  R E S O U R C E S  
D I R E C T O R

Prepare recruiting strategies; ensure preparation of job announcements, advertisements and recruiting
brochures; supervise recruitment and selection process administered by departments; ensure issuance
of job offer letters; and administer the pre-employment drug screening program.
Develop and recommend strategy and proposal for collective bargaining; advise managers on the proper
administration of labor contacts and grievance procedures; represent the County in labor arbitrations;
oversee support of the labor management committee; and manage the partnership with the County’s
unions.
Interpret, revise and write personnel policies for 
approval by the County Manager. 
Responsible for conducting workplace investigations, 
exit interviews, and other feedback communication 
mechanisms.
Assist departments in developing comprehensive 
training programs including identification of needs 
and resources; train others in effective training 
techniques; network with community resources such 
as Clatsop Community College, and participate in 
advisory councils; participate as a trainer.
Advise Budget and Finance Department on payroll 
procedures required by personnel policies and 
collective bargaining agreements; monitor 
compliance.
Serve in an advisory capacity to the Clatsop County 
Safety Committee.
Coordinate employee recognition events such as 
service awards and safety recognition.
Provide general management support including policy 
and program analysis, report writing and advice to the 
County Manager regarding county programs, policies 
and procedures.

ESSENTIAL FUNCTIONS CONTINUED

In the event of a declared emergency by the Board of County Commissioners, the human resources director 
is subject to a temporary emergency assignment according to the Emergency Management Plan, for which 
prior preparation or cross training may occur in an occasional "table-top" test exercise. The human 
resources director will return to their regular assignment upon the vacation of the declaration of emergency.

AUXILIARY FUNCTIONS



NECESSARY QUALIFICATIONS
Bachelor’s Degree from an accredited college or 
university with major course work in Public 
Administration, Organizational Development, 
Business Administration, Personnel/Human 
Resources Administration or a related field; AND at 
least five (5) years of experience in Human 
Resources management including two (2) years of
supervisory responsibility; OR an equivalent 
combination of education, training, and experience.

DESIRED QUALIFICATIONS
Previous experience in the public sector in a similar 
capacity. Human Resources Certification from IPMA- 
HR (International Public Managers Association - 
Human Resources) or from  SHRM (Society for 
Human Resources Management) is highly desirable.

SUPERVISORY 
RESPONSIBILITY
Staff advisory relationship exists for personnel 
functions. Provide supervision to assigned 
personnel.

The above description covers the most significant 
duties performed but does not include other
occasional work, the inclusion of which would be 
in conformity with the factor degrees assigned to 
this job.

DIVERSITY AND INCLUSION
At the county we understand that a diverse 
workforce strengthens our organization. We value 
diversity and support a positive and welcoming 
environment where all of our employees can thrive. 
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D I R E C T O R

QUALIFICATIONS
EQUAL EMPLOYMENT 
OPPORTUNITY
All qualified persons will be considered for 
employment without regard to race, color, religion, 
sex, national origin, age, marital status, familial status, 
gender identity and expression, sexual orientation, 
disability for which a reasonable accommodation can 
be made, or any other status protected by law. 
 

 ACCOMMODATION 
Reasonable accommodation is available to anyone 
whose specific disability prevents them from 
completing this application or participating in this 
process. To obtain confidential assistance please 
contact Human Resources 503-325-1000.
 

VETERANS' PREFERENCE 
Under Oregon Law, qualified veterans may be eligible 
for veterans' preference when applying for positions 
with Clatsop County. If you are a veteran and would 
like to be considered for a veterans' preference for this 
job, please attach qualifying documents in the 
application process.

COMPENSATION AND BENEFITS
Salary: $101,260 - $136,999 plus excellent benefits 
including participation in the Oregon PERS pension 
fund. Generous medical, dental, vision coverage. 
Eleven paid holidays. Paid vacation. Paid sick leave. 
Life Insurance. Employee Assistance Program. 

TO  APPLY
Submit your resume and cover letter to 
mary@workplaceresultsllc.com. 


