Job Description

HUMAN RESOURCES COORDINATOR

DEPARTMENT:
Human Resources

EXEMPT (Y/N):
Yes


SALARY GRADE:



REPORTS TO: 






SUMMARY: 

Responsible for coordination or administration of programs as assigned in the Human Resources Department in accordance with Company policies, procedures and applicable laws.  Responsible for all general human resource administrative functions to ensure that all assigned functions are completed in a timely and organized manner   .
ESSENTIAL DUTIES AND RESPONSIBILITIES:  May have primary and secondary responsibility in any of the following areas:

Training – Responsible for the coordination and preparation of training classes.  Maintains accurate records, showing attendance and successful completion of training courses.  Coordinates the scheduling of all team members for designated departments.  Co-facilitates the training of team members with trainer, using approved training modules.

Team Member Rewards – Responsible for the coordination of all Team Member events, award and recognition programs, Contests and other various programs.   May be responsible for gathering, writing news articles, taking photographs, and layout and design of the Team Member Newsletter in accordance with Company standards.

Employment – Responsible for the coordination of the recruitment and job placement activities of the casino.  Responsible for pre-employment skill testing, interviewing, screening and representing the casino at various events (i.e. job fairs, etc.)   Responsible for continuous update to department heads of vacant and pending positions. 

Benefits – Assist with the administration and implementation of the Company’s group insurance benefit programs, group health, dental, life insurance and other benefit programs, claim processing and various reports as required   Co-facilitates the orientation  sessions to ensure complete knowledge of all benefits to new team members including paid time off, holiday, tuition reimbursement, transfer, etc

Additional responsibilities include the following:
· Be creative and imaginative in the use of graphic and artwork for related projects.

· Keep accurate and timely records and prepares statistical report related to major area of responsibility.
· Responsible for maintaining a consistent, regular attendance record.
· Perform routine clerical duties required by the Human Resources Department, as required.

· Assures maintenance of accurate material inventories of program materials for appropriate job skill areas.

· Develops and participates in special projects.
· Responsible for information systems data input and completion of related documents required by the Human Resources Department. Responsible for accurate entry of all related data into the human resource system in a timely manner.

· Ensures compliance with all applicable laws, statutes, regulations and tribal ordinances
· Makes copies of company forms or other printed matter.

· Examines Team Member files to answer inquires and provides information to authorized persons.

· Any other assignment deemed appropriate by the department head.
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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:

High School diploma or G.E.D. required and minimum three years related experience; College degree preferred.
SPECIAL QUALIFICATIONS:  

Attention to detail required as well as strong organizational skills.  Must be able to clearly explain and demonstrate concept and skills to others.  Must have proven history working with confidential information.  Must have strong computer skills using software such as Outlook.  MS Word, Excel and Powerpoint or related software.  Must have experience using database and reporting systems.   Must type minimum 55 wpm.
LANGUAGE SKILLS:

Must have strong, written and verbal communication skills.  Must have ability to compose written correspondence and documents.  Must have ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.  Ability to speak effectively before groups of customers or team members 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:

Relies on extensive experience and judgment to plan and accomplish goals and instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.  Ability to deal with all guests in a professional manner. May lead and direct the work of others. A wide degree of creativity and latitude is expected.

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by a team member 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 Team member is regularly required to talk or hear.  The Team member frequently is required to stand; walk; sit; and use hands to finger, handle, or feel objects. The Team member is occasionally required to reach with hands and arms.

Team member is routinely required lift, push, pull or carry up 10 lbs and occasionally required to lift, push, pull or carry up to 20 lbs.
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 Team member 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.  May be required to work in a smoking environment on an occasional basis.
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