Job Description

Employee:






Effective Date: 
Supervisor:






Pay Rate:


Position:
Human Resources Manager


Classification:  Full Time, Exempt

Job Description

The Human Resources Manager controls and monitors the administration of all Human Resource activities and policies of the company. This person manages all employee and contractor files; oversees staffing and recruiting, employee relations, training/development. Must be able to mediate personnel issues. Must be personable, approachable, able to solve conflict with excellent communication, and must be willing to be on the cutting edge in Human Resource program development. The HR Manager may also be required to assist in other aspects of office management such as: office organization and cleanliness, inventory management, answering and returning phone calls and e-mails, data entry, filing, mailings, program registrations and related duties, and most importantly, customer service. This position requires the candidate to work both independently and effectively with customers and other staff to achieve and maintain the excellence standards set forth by the company.

Job Components

· Ability to handle multiple simultaneous tasks and function well under pressure

· Ability to be objective in all situations

· Ability to step into and assist in other positions when necessary.

· Maintains and updates employee/contractor files and database

· Oversees office administration, systems, organization, inventory, and cleanliness

· Manages phone system, including procedures and answering, returning, documenting, and following up on calls

· Assists with financial tasks, including processing credit cards, collections, deposits and payroll

· Keeps track of and sends birthday and anniversary cards to employees

· Assists with camp and program registration

· Assist with marketing efforts and mass mailings

Job Requirements

· Previous Human Resource experience

· General office and administrative management experience

· Proven ability to deliver high quality customer service and support

· Proficiency with standard word processing, spreadsheet, database, graphics, and presentation software

· Excellent organizational skills

· Excellent written and verbal communication skills

· Professional, enthusiastic, team-oriented attitude

· Ability to multi-task, complete detail-oriented tasks, and work independently

This job description is not intended to be all-inclusive. It is understood that the employee will also perform reasonable, related duties if requested by immediate supervisor or other management staff.

_____________________________________

___________________________________

Employee Signature/Date



Supervisor Signature/Date

