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For more than five decades, Laguna Woods Village has been Southern California’s
premier active lifestyle community for people 55 and older. Just ten minutes from the
beautiful Laguna Beach coastline, the Village is nestled on 3.8 square miles of rolling
hillsides in Orange County, CA. The Village has countless activities, services, amenities
and social opportunities. Their 18,500 residents enjoy endless opportunities to explore,

connect and live life to the fullest in this picturesque South County community.



THE COMMUNITY

Laguna Woods Village is located in the City of Laguna Woods, CA.
The City is a general law, contract city and has the lowest crime
rate of any city in Orange County. About 90% of the City consists
of Laguna Woods Village, a retirement community formerly
known as Leisure World. The City is bordered by Laguna Hills on
the north and east, Aliso Viejo on the south, Laguna Beach on the
southwest, Crystal Cove State Park on the west, and Irvine on the
northwest. Laguna Woods is only ten minutes from the Pacific
Ocean and the area enjoys one of the world’s finest climates.

Laguna Woods Village has approximately 18,500 residents and is
convenient to shopping, houses of worship and cinemas, and
complete recreation and social facilities. It is a gated community
for active adults, where one occupant is required to be 55 years of
age or older. A full-time staff of carpenters, plumbers, painters
and gardeners perform maintenance and landscaping, allowing
residents time to enjoy life. 

The community offers numerous planned activities and over 
250 community clubs and organizations. Residents have use of the
finest community facilities, including seven distinct clubhouses, one
of which contains an 814-seat theater. The clubhouses have hobby
and game rooms, meeting and billiard rooms, five large swimming
pools, hot pools, lawn bowling greens, shuffleboard courts and two
fully-equipped fitness centers. Clubhouse Four, the arts and crafts
center, has professional equipment for jewelry making, sewing,
woodworking, painting, photography, sculpturing and ceramics.
Two garden centers provide individual plots where residents can
give full rein to their ‘green thumb’, and two recreational vehicle
storage lots are available for a fee.

Laguna Woods Village is a golfer’s paradise. There are two
professional courses: a challenging championship 27-hole course
and a nine-hole 3 par executive course. In addition, there is a golf
driving range, practice putting greens, and a chipping area. The
tennis complex is one of the most modern in all of Southern
California, with its own clubhouse. There are ten tennis courts, as
well as paddle tennis and pickleball courts. The equestrian center
is second to none in all of Los Angeles, Orange and San Diego
counties. Here residents can board a horse or rent one for a
nominal fee.

The Community owns and operates its own cable television
network. Village Television provides daily local origination

programming to the Laguna Woods Village community, covering
community news, highlights of community events, feature stories,
and entertainment programs, as well as live broadcasts of
homeowner’s association meetings and live broadcasts of the
Laguna Woods City Council meetings.

Laguna Woods Village’s Easy Rider transportation system has
eight fixed routes and on-demand transportation to local retail,
dining, and world class medical facilities.

There are 94 floorplans within the Laguna Woods Village gated
community. Third Mutual has it all in terms of home ownership,
from single family homes to one, two and three-bedroom
condominiums, totaling 6,102 units. United Mutual is comprised of
6,323 co-ops, an alternative approach to condo living. The last
Mutual, a high-rise facility with 311 condos knows as “The Towers”,
is currently managed by an organization other than Village
Management Services, Inc.

THE ORGANIZATION

Village Management Services, Inc. (VMS) is the self-owned
professional management company for Laguna Woods Village.
It is a mutual-benefit nonprofit corporation, recently established
to provide professional management services to the community.
VMS was created to benefit the residents of Laguna Woods
Village. The VMS mission and purpose is to serve the Golden
Rain Foundation (GRF) and the Housing Mutuals of The Village
(note: GRF is a California non-profit corporation that oversees
the management and maintenance of the common area
amenities within the community). 

VMS is governed by a nine-member volunteer Board of
Directors, appointed equally by its members: United Mutual,
Third Mutual, and GRF. All Directors are resident owners and
cannot serve on any other Board of Laguna Woods Village. The
services provided by VMS are defined by a written management
agreement with the three housing mutuals.

The VMS Board appoints the CEO/General Manager, who
oversees about 1,000 employees in the areas of: Finance,
Maintenance Operations, General Services, Landscape/
Recreation, Security, Broadband/Community Relations,
Information Technology, Human Resources, and Legal and
Public Affairs. Many employees are members of a union.
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THE POSITION

Under general direction, the Human Resources Director plans,
organizes, schedules and directs comprehensive programs of
Human Resources and safety, labor relations (including collective
bargaining agreements), and performs related work as required for
the operations and activities of the Human Resource Services
Department.

Overall and policy supervision is provided by the CEO/General
Manager. Supervision is exercised over the Department personnel.
Work involves regular contact with all organizational operations,
local public and private agencies, union representatives, various
boards, residents, the general public and other departments.

There are eleven employees in the Department of Human Resource
Services. This includes: the Human Resources Director; a Human
Resources/Safety Supervisor (who oversees an Environmental
Health & Safety Specialist, an Administrative Specialist, and two
Union Stewards); an HRIS Coordinator II and an HRIS Coordinator I;
an Employment Specialist; an Administration Specialist; and a
Human Resources Assistant.

Duties and responsibilities include, but are not limited to:

Plans, formulates and recommends for the approval of the
CEO/General Manager basic policies and programs which
further the objectives of the Laguna Woods Village
corporations. Organizes and supervises the Human Resource
Services Department, including all phases of operations and
the implementation of services and plans which support the
Laguna Woods Village corporations’ Business Plans. Develops
strategic plans by analyzing current operations and
recommending improvements and expansions that are
appropriately justified.

Confers with the CEO/General Manager concerning objectives,
new or revised policies, operating problems and matters
affecting other departments or divisions. Plans and
implements new programs or procedures in accordance with
established objectives.

Develops work programs and schedules; supervises and
directs the work of subordinates within the Department; plans
and supervises the development of department training and

safety programs; selects and evaluates employees; provides
feedback to employees throughout their review period;
provides feedback during employee performance review that
is timely, specific, honest and designed to help the employee
succeed.

Develops and prepares the Department expense, revenue and
capital budgets and presents complete budgets for review and
approval by the CEO/General Manager and various boards.
Calculates charges for all mutuals based on prorated operating
expenses, plus taxes, utilities and other direct charges.
Conducts all operations within the annual budget upon
approval.

Attends meetings of the Executive Committee and other
meetings as deemed necessary; and maintains such relations
with other associates, government, or service organizations, as
is desirable or necessary in the best interest of Laguna Woods
Village.

Supervises and participates in the activities of the Human
Resource Services Department; reviews actions relating to
recruitment, classification, wages and employee benefits,
testing, equal employment opportunity, safety, and retirement;
prepares proposed employee relations or work rule revisions
and additions.

Supervises and participates in labor relations activities;
maintains liaison with union officials and shop stewards; plans
strategies and confers directly with union representatives as
chief management negotiator.

Supervises and counsels personnel in the development of work
programs and the implementation of systems and procedures;
supervises and participates in comprehensive training and
development programs for all levels of personnel.

Counsels other personnel, discusses problems and processes
formal grievances; coordinates labor relations problems with
appropriate personnel; and conducts exit interviews.

The position is open due to the forthcoming retirement of the
incumbent.
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THE CANDIDATE

Education and Experience

Desire graduation from an accredited four-year college or
university with major course work in human resources, public
administration, business administration, law, or a related field.
A master’s degree would be a plus.

In addition, the selected candidate should have extensive
responsible experience in human resources administration,
including demonstrated skills in employee and labor relations,
safety and workers compensation, training, recruitment and
classification, administration of benefits, and staff supervision.

An equivalent combination of education and experience which
produces the knowledge, skills and abilities listed below will
also be qualifying.

Participation in professional human resource associations is
acceptable, as long as it is kept in balance with the needs of
the position.

Must possess a valid California Driver’s license.

Candidates from both the public and private sectors will be
considered. Southern California experience is preferred.

Knowledge, Skills and Abilities

The selected candidate should be results oriented and have
strong supervisory skills; strong organizational, analytical,
numerical, research, reasoning and problem-solving skills; and
have well developed interpersonal and communication skills,
both oral and written. He/She should also have knowledge of:

Computers and applicable software programs to perform
duties.

Occupational hazards and safety precautions of the job.

Principles of management and administration.

The organization and functions of the corporation and the
community.

Principles of administration, with particular reference to
human resources administration.

Laws governing labor relations and union contracts.

In addition, he/she should be able to:

Implement a modern Human Resources Information System
(HRIS).

Maintain excellent relations with employee unions.

Work effectively with co-workers, customers and others by
sharing ideas in a constructive and positive manner; listen to
and objectively consider ideas and suggestions from others;
keep commitments; keep others informed of work progress,
timetables and issues; address problems and issues
constructively to find mutually acceptable and practical
business solutions; address others by name, title or other
respectful identifier; and respect the diversity of the workforce
in actions, words and deeds.

Get along with diverse personalities, tactfully and maturely.

Establish credibility and be decisive, but able to recognize and
support the organization’s preferences and priorities.

Organize, layout and supervise the work of others.

Present concise oral and written reports.

Establish and maintain effective working relationships with
superiors, associates, subordinates, officials and employees of
other departments and agencies.

Balance other business considerations.

Management Style and Personal Traits

The ideal candidate will be a strong manager who is decisive and
able to make difficult personnel decisions. He/She should be a
people person and a team player who is capable of motivating
staff, facilitating change, and obtaining staff acceptance. This
person should develop subordinates’ skills and abilities, and hold
staff accountable. Finally, he/she should be an outstanding
negotiator, analytical, innovative and hardworking.

COMPENSATION

The salary for this position is open, within an established range,
with hiring dependent upon the qualifications and experience of
the selected candidate. In addition, benefits are provided which
include: vacation, holidays and sick leave; medical, dental and
life/accidental death & dismemberment insurance (basic and
supplemental); vision plan; 401(k); long-term disability; flexible
spending accounts (healthcare and dependent care); and
voluntary supplemental insurance options.

HOW TO APPLY

Send resumes (email preferred) by October 23, 2017 to:

PO Box 1127
Rancho Mirage, CA 92270
Telephone: 424.522.2251
Email: robertsrcg@msn.com
Web: www.robertsrcg.com

Equal Opportunity/ADA Employer

Additional information about VMS, Inc. and Laguna Woods Village
can be found on their website at www.lagunawoodsvillage.com.

ROBERTS CONSULTING GROUP INC


