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POSITION DESCRIPTION

POSITION TITLE:  HR Manager


      APPROVED/REVISED: 6/1/14







     APPROVED BY: Mike Betzold
REPORTING RELATIONSHIPS

POSTION REPORTS TO: President/CEO
POSITION SUPERVISED: Provides direction and counseling to staff regarding HR issues. Supervises clerical assistant (Therapy Billing) and temporary staff as needed. 
POSITION PURPOSE
Under administrative direction of the President/CEO, the HR Manager develops policy and directs and coordinates human resource activities, such as employment, compensation, labor relations, benefits, training, and employment services by performing the stated duties. The HR Manager organizes, provides administrative direction and oversight for and participates in the activities and functions of BLCS which includes developing service area goals and objectives related to HR; developing, implementing, and enforcing policies, procedures and standards; planning, and organizing the delivery of training for employment and ongoing training; providing expert professional assistance to service areas and other BLCS staff in areas of HR and company policies; fostering cooperative working relationships with all company employees, outside agencies, referral sources, clients, and local businesses. The HR Manager will not practice or deliver services beyond the scope of their abilities or requirements. Record keeping will be in compliance with company policies and procedures and as required by external agencies. All employees are expected to comply with BLCS policies and procedures at all times. 
CATEGORIES OF RESPONSIBILITY AND PERFORMANCE STANDARDS
1. Essential Duties and Responsibilities
· Analyzes wage and salary reports and data to determine competitive compensation plan.

· Writes directives advising department managers of Company policy regarding equal employment opportunities, compensation, and employee benefits.

· Consults legal counsel to ensure that policies comply with federal and state law.

· Develops and maintains a human resources system that meets top management information needs.

· Oversees the analysis, maintenance, and communication of records required by law or local governing bodies, or other departments in the organization.

· Identifies legal requirements and government reporting regulations affecting human resources functions and ensures policies, procedures, and reporting are in compliance. 

· Writes and delivers presentations to corporate officers or other BLC staff regarding human resources policies and practices.

· Coordinates the Recruitment of, and interviewing of applicants, and tests, and selects employees to fill vacant positions.

· Plans and conducts new employee orientation to foster positive attitude toward BLC goals.

· Keeps records of benefits plans participation such as health insurance, personnel transactions such as hires, promotions, transfers, performance reviews, and terminations, and employee statistics for government reporting.

· Coordinates management training in interviewing, hiring, terminations, promotions, performance review, safety, and sexual harassment.
· Coordinate and participate in file audits conducted by contracting agencies. 

· Coordinate and implement internal file audits. 
· Advises management in appropriate resolution of employee relations issues.

· Responds to inquiries regarding policies, procedures, and programs.

· Administers performance review program to ensure effectiveness, compliance, and equity within organization. Administers salary administration program to ensure compliance and equity within organization.

· Administers benefits programs such as life, health, and other benefit plans, vacation, sick leave, leave of absence, workman’s comp. claims, and employee assistance.

· Investigates accidents and prepares reports for insurance carrier. Coordinates Safety Committee meetings and training, and acts as BLC’s Safety Director.

· Conducts wage surveys within labor market to determine competitive wage rate.

· Prepares and adheres to budget of human resources operations.

· Prepares employee separation notices and related documentation, and conducts exit interviews to determine reasons behind separations.

· Prepares reports and recommends procedures to reduce absenteeism and turnover.

· Represents organization at personnel-related hearings and investigations.

· Contracts with outside suppliers to provide employee services, such as temporary employees, search firms, and advertisement for job openings.
· Meets regularly with BLC administration to assess company needs, and employee needs. 

· Communicates expectations to staff and other parties on a need to know basis and maintains employee confidentiality at all times.

· Assess and develop personal goals and monitor growth and achievement of goals. 

· Maintains BLCS’ effectiveness and efficiency by defining, delivering, and supporting strategic plans for implementing information technologies related to HR.
2. Additional Office Duties

· Filing of personnel information by employee

· Purchase supplies and food for meetings and other functions 

· Copying, filing, and mailing documents

· Note taking for meetings 

· Addressing building needs and communication with landlord, and other contracted services for building maintenance (cleaning, exterminator, plumbing, etc.)

· Maintain petty cash and PO system. 
3. Work Standards
· Models identified work standards by adhering to company policies and procedures at all times.

· Conducts self in a professional manner with all employees, CEO, clients, referral sources and other external agencies. 

· Maintains a culture of respect, honesty, quality services, teamwork, and goal setting & attainment.

· Communicates BLCS’ and own expectations for quality services, working as a team and setting goals and attaining them through professional growth plans and company strategic planning.
· At all times, maintains a high level of professionalism according to BLCS’ policies and procedures and industry standards.  
4. Networking, Plans, Budget, Organizes, Maintains, & Train Staff on HR and Employment Practices and Policies
· Plans and implements any additions, deletions and major modifications to the BLC Policy and Procedure Manual.
· Work with BLC administration regarding training and the delivery of training for new staff orientation and continuing education of staff. 
· Oversees the administration and maintenance of the HR computer stations and software.
· Knowledge and understanding of contractual agreements with referral sources.
· Understand the contract guidelines, service requirements, and limitations with regard to services provided.

· Coordinating HR project implementation and evaluation of the projects implemented.
· Preserves BLCS’ assets by implementing disaster recovery and back-up procedures.
· Accomplishes financial objectives by assisting with the preparation of an annual budget; scheduling expenditures; analyzing variances; initiating corrective action.
5. Record Keeping, Employee Information, Portal, Email and Phones
· Maintain, according to company policy, employee personnel and health information relevant to BLCS.
· Establish lines of communication regarding start dates and termination dates of employees.
· Keeps employee information confidential and according to BLCS policy.
· Assist with portal troubleshooting.
· Maintain BLCS email system, supports staff with training and use of email.
· Maintains BLCS’ records and check-in- check-out of phone and other equipment owned by BLC.
· Assist with the purchasing of all software, hardware and other needed supplies.

· Ensures that company assets are maintained responsibly.
· Assist with other technology related to BLCS’ day to day operations, ie: automated locking doors, leased copiers, video camera, projectors, etc. 
· Submits pertinent reports/data in a timely fashion as requested by BLCS administration.
6. Interaction with Agencies, Employees and Clients
· Evidence of ability to establish and maintain effective, cooperative relationships with company personnel, community members, clients, and all external agencies.
· Maintains company credibility by establishing working relationships with sponsoring, advisory and related service agencies.

· Maintain professional communication at all times according to BLCS policy. 

· Use professional emails when communicating with staff and other outside agencies. Emails should be free from jargon, slang, and should use correct grammar and spelling. 

· Disclaimers need to be used in emails that include company or client information. 

· Responds to CEO or other designee’s requests for information/support in a timely manner.
· Meets required deadlines set by BLCS administration, other reporting agencies and individuals.

· Uses multiple forms of communication: office phone, texting, cell phone, voice mail, e-mail, memos, letter writing, etc.

· Maintains open and professional communication with CEO, program directors, program managers, and other BLCS employees.  

· Contributes to team effort by accomplishing related results as needed.

· Delivers engaging, informative, well-organized presentations.

· Resolves and/or escalates issues in a timely fashion.

· Understands how to communicate difficult/sensitive information tactfully.

· Relays relevant HR information to company administration and other employees in a timely manner.

· Responds/acts on upper-management direction.
· Identifies and provides standards for gathering information for use in trend analysis and reports information to company management.

· Represents the opinion and direction of company administration at all times. 
7. Professional Responsibilities

· Accepts responsibility for the development of a professional growth plan consistent with the format of annual evaluation, and demonstrates learning from participation in professional growth opportunities.
· Obtain a minimum of 12 hours ongoing training on an annual basis.
· Participates in additional ongoing training and attends mandatory meetings as requested by BLCS administration.
· Initiates and/or supports ideas that contribute to the excellence and continuous improvement of BLCS.
· Maintains professional and HR knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; benchmarking state-of-the-art practices; participating in professional societies/organizations. 

· Engages in learning related to the job assignment and remains current in applicable area(s) and associated methodologies.
· Accepts constructive feedback and directs it toward implementation of improved skills.
· Under the direction of the CEO, surveys individuals/referral sources to gather feedback. 
· Identifies opportunities for improvement and makes constructive suggestions for change.
· Manages the process of innovative change effectively.

8. General
· Collaborates with others to fulfill responsibilities related to company vision, mission, priorities, and goals.

· Recognizes problems within the structure of the company and actively contributes to their solution.

· Accepts and fulfills assigned responsibilities and duties in a prompt and efficient manner.

· Follows all company policies, site procedures, and any other rules, regulations or procedures that may be established by supervisors or company administration.

· Consistently acknowledges and appreciates each team member's contributions.

· Motivates team to work together in the most efficient manner.

· Mitigates team conflict and communication problems.
· Performs other duties as assigned by supervisor or company administration.

Education and /or Experience Requirements:

· HS Diploma or GED

· Minimum of a Bachelor’s Degree – Business, Business Administration, Personnel, or a related field. 
· One to two years related experience and/or training; or equivalent combination of education and experience.

· Must be at least 21 years of age.
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, and/or public groups.

Math Skills and Qualifications Including but not Limited to:
· Ability to work with mathematical concepts such as probability and statistical inference. 

· Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

· Listening and Excellent Verbal Communication, Conflict Resolution, Building Relationships / Rapport, Teamwork, 
· Technical Management, Informing Others, Staffing, Problem Solving, Developing Budgets, Coordination, Strategic Planning, Quality Management

Additional Expectations:
· Effective oral and written communication skills
· Tolerant and respectful of other cultures, backgrounds, lifestyles, religion, etc. 

· Demonstrates understanding and empathy for the needs of others

· Ability and desire to work as a team member

· Evidence of willingness to advance Better Living Counseling Services, Inc. priorities and goals.
· Pass a background check (Sexual Offenders Register, the Department’s Central Registers for Adult Protective Services and Child Abuse and Neglect, Criminal History, National Background, Internet Check, and Department of Motor Vehicles Report, as well as out-of-state background check if employee has lived outside of Nebraska in the past two years).
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 20 pounds. Specific vision abilities required by this job include close vision, distance vision, depth perception, and ability to adjust focus.
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