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JOB DESCRIPTION

Job Title: Human Resources Field Rep


Department: Human Resources

Reports To:  Corp. Human Resources Manager

FLSA Status: Exempt

Prepared By: K. Wilson



Prepared Date: 4/18/19
Approved By: J. Workman



Approved Date: 04/25/19 

Summary: Primary function is to coordinate HR policies and programs with corporate in all areas.  In addition, the position works closely with the Corporate Human Resources Manager in developing, implementing and evaluating ongoing HR policies, programs, functions and activities.
Essential Duties and Responsibilities include the following. Other duties may be assigned.

· Assists in evaluating and negotiating annual reviews for the Company’s insurance programs. 
· Coordinate with Divisional Recruiter and recruiting process, ensuring efficiency and accuracy
· Maintain employee files/ paperwork including record retention and destruction

· Schedule new hire lunches and employee roundtables

· Facilities benefit changes and informational updates
· Answers HR and benefit questions. Maintain a list of frequently asked questions

· Conducts exit interviews and paperwork and forward to Corporate HR 

· Reviews/ Monitors workday exit trends 

· Update OSHA and labor law postings.

· Coordinate find coast benefits for employees through community programs 

· Conducts employee PIP meetings and terminations

· Work with Corporate HR to gather information for unemployment hearings

· Serves as Divisional Safety Chair. Organize local safety committee meetings

· Provide suggestions for continual safety improvement, and follow up on all deficiencies  and training requirements 

· Participate on the Spirit Team

· Facilities annual review process and follow up on those employees needing improvement 

· Coordinate efforts with Corporate HR

· Maintain employee lists and service date/ award status. Distributes 1-year service awards

· Oversee usage and postings on bulletin boards

· Mentor location turnover rate 

· Coordinate with Corporate HR and or facilitate managerial training on company policy and procedures for new managers. 

· Partner with management reams to ensure Workday organizational charts accuracy.
· Must be able to conform to a high standard of confidentiality.

Competencies: To perform the job successfully, an individual should demonstrate the following competencies:

Customer Service - Responds to requests for service and assistance; Meets commitments.

Interpersonal Skills – Must maintain the highest level of confidentiality, Works well with others.

Written Communication - Edits work for spelling and grammar; Able to read and interpret written information.

Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and on time.

Planning/Organizing - Uses time efficiently.

Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies feedback to improve performance; Monitors own work to ensure quality.

Quantity - Completes work in timely manner.

Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered when absent.

Initiative – Asks for and offers help when needed.

Dependability - Follows instructions, responds to management direction.

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: High school diploma or general education degree (GED); and one to three years related experience and/or training; or equivalent combination of education and experience.

Drivers License:  Must maintain a valid license to drive at all times.

Language Skills: Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  

Computer Skills: To perform this job successfully, an individual should have knowledge of all Microsoft Office Products.

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 and talk or hear. The employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision.

Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing 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 occasionally exposed to odors. The noise level in the work environment is usually moderate to quiet.
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