Diocese of Fort Worth Position Description

Position:
Date Revised:
Reports to:
Location:

Senior HR Business Partner/Schools
July 27, 2022
Chief Human Resources Officer (Directly) and the
Superintendent of Schools (Indirectly)
The Catholic Center
800 West Loop 820 South
Fort Worth, Texas 76108-2919
www.fwdioc.org

The Senior Human Resources Business Partner/Schools is responsible for performing HRrelated duties on a professional level and reports directly to the Chief Human Resources Officer,
and indirectly to the Superintendent of Schools in supporting the Diocese of Fort Worth’s
schools. This position carries out responsibilities in the following functional areas: talent
acquisition, employee relations, HR policy development & implementation, and employment law
compliance. The incumbent also conducts training in the position’s respective areas of
responsibility and serves as a liaison between Human Resources at the Catholic Center and the
Diocese of Fort Worth’s Schools.
Principal Accountabilities:
- Coordinates the talent acquisition program for the Diocese of Fort Worth’s Schools to
ensure all necessary steps are taken to recruit the best available candidates while
conducting background checks as required and allowed by policies and law. Works with
the General Counsel in the development and drafting of employment agreements,
required by the schools.
- Trains appropriate school employees on ADP’s Applicant Tracking System, who perform
recruiting and/or HRIS input process for new hires.
- Partners with the Chief Human Resources Officer, Superintendent of Schools and the
General Counsel on confidential employee relations concerns, complaints and harassment
allegations in the schools and actively participates in investigations when needed.
- Coaches, counsels, and collaborates with managers on the employee disciplinary action
process and recommends course of action, regarding corrective disciplinary action.
- Ensures compliance with federal and state regulations concerning employment within the
schools.
- Investigates anonymous ethics hotline and reports out to designated committee regarding
inferred violations in the schools.
- Facilitates or provides training to key staff on topics such as policies, procedures,
recruiting, employee relations counseling, etc.
- Coordinates committee(s) to develop and implement needed changes to HR programs,
employee policies and procedures, in the schools.
- Sends HR communications and updates to sites as needed.
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Joins local and regional professional HR Associations to be aware of employment trends
and new laws that might impact the Diocese of Fort Worth’s employment practices.
Works with the Payroll department to ensure all employees system records are current
and are paid timely and accurately.
Analyzes exit interview data and makes recommendations for corrective action and
continuous improvement.
Supports employee onboarding sessions, when needed.
Responsible for all other projects, tasks, etc., as assigned.

Typical Decisions and/or Recommendations Made in This Position:
- Must use good judgment and accepting of feedback, suggestions, etc., as needed.
- Provide guidance to school administration, and other areas of the Diocese, regarding
opportunities for mentoring, coaching, and other various employee relations items.
Supervision Given and/or Received:
- Received: Moderate supervision given to this position.
- Given: This position provides feedback and guidance to managers, supervisors, and
employees.
- Leads project teams assigned to accomplish specific goals and directives.
Internal Contacts:
- Diocese of Fort Worth’s leaders, Principals, Priests, school employees, supervisors, and
managers.
External Contacts:
- Diocese vendors, current, former and/or retired Priests and employees, local, state, and
federal agency representatives, and auditors.
Working Conditions and/or Physical Requirements:
- This position works in a typical office environment but is subject to stress due to the
evolving and quickly expanding needs of the Diocese, tight deadlines, and moderate
workloads.
- Ability to sit and perform computer work for lengthy periods of time.
- Able to access and maintain centralized departmental files. Involves extending arms and
reaching files stored in multiple levels on shelves, climbing up a stepladder to access
files.
- Significant amount of time regularly spent on the telephone providing customer service
support and problem solving for both internal and external customers.
- Ability to accept work interruptions while still remaining focused on duties.
- Data entry via computer keyboard that requires repetitive and frequent hand and wrist
movements.
- Ability to lift 35 pounds, or more, without assistance and up to 60 pounds with assistance.
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Travel Requirements:
- Frequent travel may be required to Diocese Schools and Parishes by car.
Education and Experience Preferred:
- Degree (preferred) in Human Resources or a related field or currently attending college
with a major in HR or an equivalent of work experience or a combination of education
and work experience.
- Certifications in Human Resources (preferred).
- Requires hands-on experience with ADP’s Workforce Now HRIS, especially utilizing the
online application tracking system (ATS).
- 5 to 7 years or more of experience with talent acquisition, employee relations, coaching
and mentoring supervisors, managers, and employees.
- 3 to 5 years of HR experience in ISD’s or private school systems.
- Familiar with budget process for projecting costs associated with talent acquisition within
the schools, as well as other areas.
Knowledge and Skills Preferred:
- Microsoft Office / Intermediate to advanced capabilities.
- Demonstrated professional written and verbal communication skills, including public
speaking.
- Established customer service skills and the ability to multi-task.
- Excellent organization and time management skills.
- Experienced in developing and conducting training for leadership groups, employees, and
others.
- Verbal and written communication proficiency along with the ability to communicate
with people in difficult situations.
- Bilingual (English/Spanish preferred).
- Active Catholic, in good standing, and a member of a Catholic parish community
preferred.
FLSA Designation: Exempt
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