Job Description

EMPLOYMENT COORDINATOR

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Manages recruitment and job placement activities of the organization by performing the following duties personally or through subordinate staff in accordance with Company policies and procedures as well as all federal and state laws.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Implements and evaluates the organization’s policies and procedures on recruitment, selection, job placement, and limited and specific pre-employment testing.  

· Plans and directs activities of staff in carrying out such functions as developing sources of qualified applicants, conducting screening interviews, administering tests, checking references and background, evaluating applicant qualifications, job posting, and initial orientation of newly hired Employees.

· Keeps accurate and timely records and prepares statistical reports concerning recruitment, interviews, hires, transfers, promotions, and terminations.

· Analyzes statistical reports and other data using knowledge of job requirements, valid selection processes, and legislation concerning equal employment practices, in order to identify and determine causes of problems of inefficiencies in the employment function. 

· Make recommendations to management for improvement of organization’s employment policies, procedures, and practices.

· Responsible for continuous update to department heads of vacant positions and positions on hold status. 

· Ensures compliance with all applicable local, state, and federal employment related laws, statutes, and regulations. 

· Responsible for maintaining a consistent, regular attendance record.

SUPERVISORY RESPONSIBILITIES:


Is responsible for the overall direction, coordination, and evaluation of the employment area. Also directly supervises assigned non-supervisory who ensure a smooth and legally compliant employment process. 

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:

Associate's degree (A. A.) or equivalent from two-year college or technical school preferred and or; one to three years related H.R. experience, training, or equivalent combination of education and experience.


SPECIAL QUALIFICATIONS:  

 Computer literate in appropriate software.  Excellent oral and written skills preferred. Strong organizational skills required.  


LANGUAGE SKILLS:

Ability to read and interpret documents such as operating instructions and procedures manuals. Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or Employees of the organization. 


MATHEMATICAL SKILLS:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.   Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.


REASONING ABILITY:

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. 

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 talk or hear.  The Employee frequently is required to stand; walk; sit; and use hands to finger, handle, or feel objects. The Employee is occasionally required to reach with hands and arms.

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

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 quiet to moderate.
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