
  

  

 
 

Pittsburgh Theological Seminary 
Human Resources Manager (Part-time, 20 hours per week) 
Position Description 
 

  INSTITUTIONAL OVERVIEW: 
Pittsburgh Theological Seminary is a graduate institution of the Presbyterian Church (USA) 
having roots dating back to 1794. Additional information about the Seminary is available 
online at www.pts.edu. 

 

 
POSITION SUMMARY: 
Manages the Seminary’s Human Resources (HR) functions insuring that the Seminary is in full compliance with 

applicable laws and regulations; develops, implements and evaluates ongoing HR policies, programs, and 

activities; assures the flow of communications to and from the entire community for HR matters.   

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
Duties consist of HR activities, such as benefits, compensation and employee relations to ensure consistent and       
fair treatment of employees and compliance with all applicable laws and policies as illustrated but not limited to 
the following: 

 

a. Provide guidance to staff and faculty on a wide variety of HR issues such as benefits, employee 
relations, grievance procedures, performance evaluation, and policy interpretations.  
  

b. Assess effectiveness of employee benefit plans and recommend changes for increased efficiency, 
cost effectiveness and improvement of services by evaluating benefit program options, premiums, 
administration, vendors and monitoring market trends. 
 

c. Stay current on employment legislations and industry trends that effect HR ensuring compliance with 
applicable federal and state laws and regulations. 

 
d. Partner with managers for talent acquisition/retention by being involved in interviewing and selection 

process, analyze turnover rates, perform exit interviews, determine reasons behind separation, and 
recommend solutions. 

 
e. Oversee salary and wage administration by planning, design, implementation and administration of 

the Seminary’s compensation practices such as market pricing, survey participation, base salary 
structure development, job description, job evaluation, developing strategies and recommending 
adjustments to support the Seminary’s goals and objectives. 

 
f. Develop, recommend, and implement personnel policies and procedures for the employee 

handbooks except in matters of faculty promotion and tenure; maintain updates to handbooks and 
communicate established employer standards to the employees. 

 
g. Manage the HR information on the Business Office/HR tab of the intranet, keeping documents, 

forms, and other resources up to date.  
 

h. Lead the development of new employee and benefit orientations and other benefit training to 
contribute to employee satisfaction and retention. 

  
i. Responsible for health/wellness activities and events.  

 
j.     Partner with legal counsel in HR matters, including maintaining pension/retirement plans. 
 

 

The Human Resources Manager will report to the Vice President for Finance & Administration and may be 
asked to perform other duties as required.  This is a 20-hour per week, FLSA exempt position. 

 

http://www.pts.edu/


  

  

QUALIFICATIONS: 

Good reading, writing, grammar, and mathematics skills; strong interpersonal, communication, conflict management 

skills; and the ability to work effectively with a wide range of constituencies in a diverse community; excellent PC 

skills; strong organizational skills; visual and auditory skills; detail-oriented; CCP/CBP/CEBS/SPHR/PHR certification 

preferred; solid working knowledge of at least two HR functions (such as compensation, recruitment, performance 

management); knowledge of federal and state employment laws and regulations. Must be able to maintain 

confidentiality. 

EDUCATION AND EXPERIENCE: 
Bachelor’s degree in Human Resources Management, related discipline, or equivalent, plus a minimum of five 
(5) years of progressively responsible experience in HR. 

 

GENERAL EXPECTATION: 

Support the mission of the Pittsburgh Theological Seminary, a caring and ecumenical community seeking to 

prepare men and women for pastoral ministry and Christian lay leadership in all phases of the Church's outreach. 

Abide by the current laws and organizational policies and procedures designed and implemented to promote an 

environment which is free of harassment and other forms of illegal discriminatory behavior in the work place, 

including the Financial Code of Conduct and Conflict of Interest. 

 

APPLYING: 
The expected start date for this position is January 2016. Review of applications will begin immediately and will 
continue until the position is filled. Applicants must supply a cover letter and résumé. Submit materials to Ann L. 
Getkin, Vice President for Finance and Administration, Pittsburgh Theological Seminary, 616 N. Highland 
Avenue, Pittsburgh, PA 15206. Electronic submissions only to agetkin@pts.edu. 

mailto:agetkin@pts.edu

