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JOB DESCRIPTION HUMAN RESOURCE MANAGER



MISSION: Goodwill’s mission is to provide work opportunities and skills development to people with barriers to employment. The expectation of this position is to achieve organizational, team and personal goals in alignment with our Strategic Vision Priorities and through living out our organizational Values.



STRATEGIC VISION: Every person in Kern, Kings and southern Tulare counties has the opportunity to achieve his/her fullest potential through the power of work.



VALUES: • • • • • • • •



Accountability Integrity Dignity Diversity Entrepreneurial Spirit Excellence Opportunity Responsibility



escription



DEPARTMENT:



Human Resources



PURPOSE OF POSITION Supervise, organize, plan, develop, and direct the implementation and administration of the Human Resource Department functions and carry out policies and procedures relating to all phases of activities. SUPERVISION RECEIVED: Reports to the Director of Mission Services SUPERVISION EXERCISED: Benefits Administrator, Human Resource Clerk, Community Service and Volunteer Coordinator and Receptionist. CLASSIFICATION: Exempt



DUTIES AND RESPONSIBILITIES: (Position may perform some or all of the duties described below): 1.



Supervise the Human Resource Department Staff within areas of responsibility by effectively and efficiently planning, organizing, prioritizing, problem solving, leading, motivating, coaching training and disciplining.



2.



Act in advisory capacity to management regarding hiring, conflict resolution, administering discipline, promotions, transfers, terminations, Human Resources policies and procedures, affirmative action, organizational changes, etc, in order to ensure compliance with State and Federal laws, and in accordance with established Human Resources practices.



3.



Assist with reports and represent the company at employee investigations, Department of Fair Employment and Housing, Equal Employment Opportunity Commission and personnel related court hearings.



4.



Supervise the recruiting activities of the organization to ensure the timely filling of vacancies complying with all State and Federal laws, Human Resource Policies and Procedures.



5.



Ensure the administration of the company’s Post-offer/Pre-Employment Drug/Alcohol Testing Program including scheduling appointments with the clinic to test candidates, following up to obtain results, notifying candidates and hiring supervisor of results.



6.



Participate in updating of Human Resource policies, procedures and handbooks.



7.



Assist the Director of Mission Services with the administration of the company’s state disability and unemployment insurance programs. Attend unemployment hearings on behalf of the company as needed.



8.



Ensure compliance with regulations and procedures in providing advice and guidance to employees by checking data/resources including Human Resource Policies, Employee Handbook, internal resource documents, and by seeking advice of other Human Resource professionals within the department and outside as directed.



9.



Attend conferences, seminars, and meetings of professional societies that will increase general knowledge and competence and, in turn, benefit the organization.



10.



Oversee administration of various employee benefit programs, such as group insurance, life, medical, dental, accident, disability, COBRA, accident, and life benefits.



11.



Ensure a quarterly audit of all group benefit plans to compare and analyze data consistency of payroll deductions, carrier invoices and employee enrollment forms are conducted.



12.



Performs other duties as required.



13.



Follows safety policies and procedures ensuring safe work conditions at all times.



14.



Follows all company policies and procedures.



MINIMUM JOB REQUIREMENTS:



1. 2.



Bachelor’s degree in Human Resource Management or a related field. A combination of education and experience equal to a Bachelor’s degree will be accepted. Three years of Human Resource Management Experience.



3. 4. 5. 6.



Excellent interpersonal communications skills in order to interact with all levels of management, employees, clients, and the public. Excellent grammar and writing skills. Proficient PC skills including Word, Excel and Outlook. Has own reliable vehicle, a valid California drivers license, liability insurance, and a DMV record acceptable to Goodwill insurance company.



SPECIAL REQUIREMENTS:



1.



Ability to work independently.



2.



Ability to accept responsibility, take initiative, problem solve and exercise good judgment.



3.



Ability to use good interpersonal skills, such as courtesy, sensitivity, politeness, and thoughtfulness.



4.



Ability to be flexible and adaptable in handling interruptions and variation.



5.



Ability to train, work with and/or act as a good example to clients receiving training at Goodwill.



6.



Ability to maintain a high level of confidentiality.



PHYSICAL REQUIREMENTS/DEMANDS: Human Resources Manager Not Req. 1-33%/day 34-66%/day Never Occasionally Frequently Activity 1. Balancing



x



2. Bending



x



3. Carrying



x



4. Climbing



x



5. Crawling



x



6. Crouching



x



7. Feeling



x



8. Fingering/Fine Dexterity



x



9. Flexing Wrist



x



10. Grasping/Squeezing



x



11. Handling/Gross Dexterity



x



12. Hearing



x



13. Kneeling



x



14. Lifting



x



15. Pulling



x



16. Pushing



x



17. Reaching – Above Shoulder



x



18. Reaching – Shoulder & Below



x



19. Reclining



x



20. Sitting



x



21. Standing



x



22. Stooping



x



23. Talking



x



24. Tasting/Smelling



x



25. Throwing



x



26. Turning Body



x



27. Twisting Body



x



67-100%/day Continuously



28. Walking



x



29. Near Vision



x



30. Midrange Vision



x



31. Far Vision



x



32. Depth Perception



x



33. Visual Accommodation



x



34. Color Vision



x



35. Field of Vision/Peripheral



x



LIFTING AND CARRYING REQUIREMENTS/DEMANDS: PHYSICAL 1-33% / DAY 34-66% / DAY 67-100% / DAY DEMAND LEVEL OCCASIONALLY FREQUENTLY CONTINUOUSLY (Administrative/Clerical) Lift/Carrying Class 1 Minimum 30 LBS X Light Activity MEDIUM Lift/ Carrying (Moderate Physical Minimum 50 LBS Activity) HEAVY Lift/Carrying (Heavy Physical Labor) Minimum 70 LBS  ENVIRONMENTAL CONDITIONS: NOT REQ’D. NEVER Indoors



1-33% / DAY OCCASIONALLY



Outdoors



x



Dust



x



Electric Shock



x



Explosive



x



Exposure to Weather



x



Extreme Cold



x



Extreme Heat



x



Fumes/Gases



x



High Exposed Places



x



Loud Noises



x



Mist



x



Moving Mechanical Parts



x



Odors



x



Poor Ventilation



x



34-66% / DAY FREQUENTLY x



67-100% / DAY CONTINUOUSLY



Radiant Energy



x



Toxic/Caustic Chemicals



x



Vibration



x



Wet/Humidity



x



NAME: DATE: SIGNATURE:



Revised 2012













Suggest Documents










Job Description Manager - Human Resources





Read more





 




JOB DESCRIPTION. Human Resources Manager (Employee Relations)





Read more





 




GUILFORD COUNTY SCHOOLS JOB DESCRIPTION. JOB TITLE: Human Resource Specialist Retirement and Disability Human Resource Division





Read more





 




Nursery Manager Job Description





Read more





 




JOB DESCRIPTION Operations Manager





Read more





 




Operations Manager Job Description





Read more





 




JOB DESCRIPTION. Operations Manager





Read more





 




JOB DESCRIPTION: HR Manager





Read more





 




JOB DESCRIPTION. Job Title: HR Manager





Read more





 




JOB DESCRIPTION PROPERTY MANAGER REPRESENTATIVE





Read more





 




Job Description Commercial Division Manager





Read more





 




Tool Room Manager Job Description





Read more





 




Job Description (Freelance) Festival Manager





Read more





 




HAGAR CAMBODIA JOB DESCRIPTION. Human Resources & Administration Manager (HRAM)





Read more





 




JOB DESCRIPTION: SCHOOL BUSINESS MANAGER





Read more





 




Human Resource Management. Job Description. Job Title: Department: Reports to: Purpose or aim: Description (Duties):





Read more





 




JOB DESCRIPTION Human Resources Generalist





Read more





 




Position Description Human Resources Manager





Read more





 




Deputy Monitoring & Evaluation Manager Job Description





Read more





 




Job Description. Independent Living Service Manager (ILSM)





Read more





 




Job Description - Operations Manager October 1st, 2015





Read more





 




Hotel Assistant General Manager Job Description





Read more





 




Job Description. Deputy HR Manager (Internationalisation)





Read more





 




Job Description. Environmental Management. Data Services Manager





Read more





 












×
Report "JOB DESCRIPTION HUMAN RESOURCE MANAGER"





Your name




Email




Reason
-Select Reason-
Pornographic
Defamatory
Illegal/Unlawful
Spam
Other Terms Of Service Violation
File a copyright complaint





Description















Close
Save changes












Copyright © 2024 KIPDF.COM. All rights reserved.

About Us |
Privacy Policy |
Terms of Service |
Help |
Copyright |
Contact Us










×
Sign In






Email




Password







 Remember me

Forgot password?




Sign In




 Login with Google
 Login with Facebook














