
 
 

 
The Office of Injured Employee Counsel has an Employee Relations Director position open 

and we would love to have you join our team! 
 
 
The Office of Injured Employee Counsel (OIEC) is the state agency that helps injured employees with their 
Texas workers’ compensation claims. The agency assists, educates, and advocates on their behalf.  OIEC 
provides services in 20 offices across the state.  Agency services include advocacy, customer service, and 
dispute assistance through OIEC’s Ombudsman Program. 
 
 

Click here to apply in the CAPPS system: 
https://capps.taleo.net/careersection/ex/jobdetail.ftl?job=00003897&tz=GMT-06%3A00 
 
Here are the job details: 
Job Posting Number: 00003897 
Location:  Austin 
Travel required:  25% 
Salary Range:  $5,833.34 - $6,250.00 per month  
Close:   until filled 
Classification title: Director I (1620) 
Functional title:  Employee Relations Director 
Pay Group:  B26 
 
OIEC job website to get more, good details about our agency: 
https://www.oiec.texas.gov/contact/jobs.html 
 
 

 

Employee Relations Director 

The employee relations director is responsible for managing a range of activities related to employee 
relations and staffing functions.  This includes managing OIEC’s internal personnel practices, 
policies and programs with emphasis on performance management, employee discipline, and leave 
management, insuring that the organization is in full compliance with applicable laws and 
regulations.  The employee relations director will serve as OIEC’s HR Liaison to the Texas 
Department of Insurance Human Resources Department and supervise program specialists who 
assist with executing OIEC’s personnel practices, policies and programs. In addition, the position 
works closely with agency leadership in developing, implementing and evaluating ongoing talent 
acquisition activities. 
 
This position: 
-acts as OIEC’s ADA Coordinator; 
-oversees the agency’s FMLA administration; 
-conducts workplace investigations, drafts written investigation reports, and makes 
recommendations to management; 
-reviews requests for employee discipline and makes recommendations about corrective actions to 
management; 
-responds to workplace complaints; 
-assists OIEC HR liaisons with complex leave issues; 
-manages the daily administration of other personnel services as directed or assigned, including 
recruitment and selection, promotions, transfers, job classifications, performance evaluations, and 
employee relations in accordance with quality management principles and overall objectives of the 
organization; 

https://capps.taleo.net/careersection/ex/jobdetail.ftl?job=00003897&tz=GMT-06%3A00
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-develops, prepares, generates and analyzes ongoing and ad-hoc special reports pertaining to 
employee personnel information and data, including issues such as turnover, absenteeism, 
recruitment, applicant tracking, compensation, promotions, etc.; 
-works with OIEC supervisors to administer OIEC’s performance management process in a timely 
manner; 
-trains agency supervisors on employment practices, policies and programs with emphasis on 
performance management, employee discipline, and leave management, insuring that the 
organization is in full compliance with applicable laws and regulations; and 
-maintains and expands knowledge and understanding of existing and proposed federal and state 
laws/regulations affecting human resource management. Identifies trends that could affect 
organizational objectives and/or operational resources. Interprets appropriate laws and policies 
and advise management and employees accordingly. 
 
This position requires: 
-graduation from an accredited four-year college or university. Relevant experience may be 
substituted for education on a year-for-year basis; and  
-five years full-time experience in an office setting performing human resource’s employee 
relations work including administering ADA and FMLA programs, evaluating performance, and 
creating employee discipline documents. 
 
Preferences for this position include: 
-experience working with outside counsel or in-house counsel; 
-ten years’ experience conducting employee grievances; and  
-public speaking. 
 
This position requires demonstrated knowledge of: 
-Microsoft Word, Outlook and Excel (must be intermediate Excel skills); and 
-ADA and FMLA laws. 
 
This position requires demonstrated skill in: 
-handling and solving problems; and 
-interpreting and explaining laws and regulations. 
 
This position requires the demonstrated ability to: 
-interpret and apply laws; 
-work with confidential information; 
-multitask between different assignments and meet deadlines;  
-establish and maintain effective working relationships with a variety of individuals and groups; and  
-communicate effectively both verbally and in writing with all levels of employees and the public.  
 

 
 
Veterans’ Preference: 
To receive veterans’ preference, applicants must attach at least one of the following documents with their 
Application in CAPPS Career Center: 
 -a copy of the DD 214, member #4;  
 -a statement of compensation from the Veterans Benefits Administration; or  
 -a copy of the DD 1300.  
 
Applicable Military Occupational Specialty (MOS) codes are included, but not limited to one of the following: 

641X, MGT10, 8003, 97E1 

Additional Military Crosswalk information can be accessed by clicking or copying and pasting the following 
link into your browserhttp://www.hr.sao.state.tx.us/compensation/MilitaryCrosswalk/MOSC_Legal.pdf 
 

http://www.hr.sao.state.tx.us/compensation/MilitaryCrosswalk/MOSC_Legal.pdf


Veterans: Click or copy and paste the following link into your browser: www.texasskillstowork.com for 
assistance with translating your military work experience and training courses into civilian job terms, 
qualifications/requirements and skill sets. 
 
How to apply: 
All applications must contain complete job histories, which includes job title, dates of employment, name of 
employer, supervisor's name and phone number and a description of duties performed. Incomplete work 
history information will not be considered. Resumes do not take the place of this required information. 
  
SUBMITTED THROUGH WORK IN TEXAS: Work In Texas (WIT) applicants must complete the 
supplemental questions to be considered for the posting. 
 
In order to complete the supplemental questions, please go to CAPPS Career Center to register or login and 
access your profile by clicking or copying and pasting the following link into your browser: 
https://capps.taleo.net/careersection/ex/jobsearch.ftl?lang=en.  
 
Criminal background checks will be conducted on all final candidates. An applicant who has been convicted 
of a criminal offense relevant to the position may be disqualified from employment. 
 
The Office of Injured Employee Counsel does not discriminate on the basis of race, color, national origin, 

sex, religion, age, or disability in employment or in the provision of services. Any request for reasonable 

accommodation needed during the application process should be communicated by the applicant to OIEC 

staff. 
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