Description: Human Resource Manager

Human Resource Manager Job Purpose: Maintains and enhances the organization's human resources
by planning, implementing, and evaluating employee relations and human resources policies, programs,
and practices.

Human Resource Manager Job Duties:

Processes employee payroll for the company and subsidiary accounts.

Maintains employee attendance and time-off record keeping.

Maintains the work structure by updating job requirements and job descriptions for all
positions.

Maintains organization staff by establishing a recruiting, testing, and interviewing program;
counseling managers on candidate selection; conducting and analyzing exit interviews;
recommending changes.

Prepares employees for assignments by establishing and conducting orientation and training
programs.

Ensures planning, monitoring, and appraisal of employee work results by training managers to
coach and discipline employees; scheduling management conferences with employees; hearing
and resolving employee grievances; counseling employees and supervisors.

Maintains employee benefits programs and informs employees of benefits by studying and
assessing benefit needs and trends; recommending benefit programs to management; directing
the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding
benefit contracts; designing and conducting educational programs on benefit programs.

Ensures legal compliance by monitoring and implementing applicable human resource federal
and state requirements; conducting investigations; maintaining records; representing the
organization at hearings.

Maintains management guidelines by preparing, updating, and recommending human resource
policies and procedures.

Maintains historical human resource records by designing a filing and retrieval system; keeping
past and current records.

Maintains professional and technical knowledge by attending educational workshops; reviewing
professional publications; establishing personal networks; participating in professional societies.

Completes human resource operational requirements by scheduling and assigning employees;
following up on work results.

Maintains human resource staff by recruiting, selecting, orienting, and training employees.

Maintains human resource staff job results by counseling and disciplining employees; planning,
monitoring, and appraising job results.

Contributes to team effort by accomplishing related results as needed.
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Supervisory Responsibilities

Provides management direction and counseling. Supervises clerical assistant and temporary staffing as
needed.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Education and/or Experience

Bachelor's degree (B. A.) from four-year College or university; or one to two years related experience
and/or training; or equivalent combination of education and experience.

Language Skills

Ability to read, analyze, and interpret the most complex documents. Ability to respond effectively to the
most sensitive inquiries or complaints. Ability to write speeches and articles using original or innovative
techniques or style. Ability to make effective and persuasive speeches and presentations on
controversial or complex topics to top management, public groups, and/or boards of directors.

Reasoning Ability

Ability to apply principles of logical or scientific thinking to a wide range of intellectual and practical
problems. Ability to deal with nonverbal symbolism (formulas, scientific equations, graphs, etc.,) in its
most difficult phases. Ability to deal with a variety of abstract and concrete variables.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger,
handle, or feel; reach with hands and arms; and talk or hear. The employee is occasionally required to
stand and walk. The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities
required by this job include close vision, distance vision, depth perception, and ability to adjust focus.

Skills/Qualifications: Hiring, Human Resources Management, Benefits Administration, Performance
Management, Communication Processes, Compensation and Wage Structure, Supports Diversity,
Classifying Employees, Employment Law, Laws Against Sexual Harassment, Organization
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