Job Description

EMPLOYEE RELATIONS MANAGER

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for implementation and ensuring Employee Relations are in accordance with the Company’s policies, procedures and practices focusing on sensitivity, and responsiveness to the Employee.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Responsible for assisting Employees in resolving work related and/or personnel problems by communicating with appropriate members of management and utilizing outside support groups.

· Exhibits strong knowledge of Company Policies and Procedures as they relate to Employee rights and interprets as such, to management and Employee.

· Provides information regarding the Company’s Employee Assistance Program, referring Employees as necessary.

· Conducts investigations into any alleged Employee Harassment claims.  Ensures a documented, complete investigation for all cases.

· Responsible for answering EEOC charges in an efficient and professional manner.

· Advises management of problems and concerns of Employees and gives recommendations in solving.

· Responsible for coordinating drug & alcohol program, including random drug screening, drug and alcohol support counseling and working with outside drug enforcement groups and support organizations.

· Participates as a team member within the Human Resources Department working in unison with Employment Employees, Benefits Employees, and all other Human Resources Employees in order to ensure an efficiently organized and operated department. 

· Knowledge of local jurisdiction gaming laws (federal, state, etc.) and attendant regulations as well as company internal controls, Policies and Procedures.

· Responsible for maintaining a consistent, regular attendance record.

SUPERVISORY RESPONSIBILITIES:

Supervises any employee(s) under span of control.

Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring, and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems. 
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QUALIFICATION REQUIREMENTS: 

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:

Four-year degree in Business Administration, Human Resources or related field required with four years minimum progressive experience in Human Resource administration.  Two years gaming experience preferred.  


SPECIAL QUALIFICATIONS:

Strong organizational and interpersonal skills required.

LANGUAGE SKILLS:

Ability to read and interpret documents such as safety rules, operating and maintenance instruction, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.


MATHEMATICAL SKILLS:

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.


REASONING ABILITY:

Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several 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 use hands to finger, handle, reach with hands and arms; and talk or hear. The Employee frequently is required to stand and walk. The Employee is occasionally required to sit.   


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.

The noise level in the work environment is usually moderate.  When on the casino floor, the noise level increases to loud.
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