Job Description

HUMAN RESOURCES REPRESENTATIVE

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 


Responsible for all general Human Resource administrative functions to ensure that all necessary functions are completed in a timely and organized manner. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Conducts screening of new applicants to ensure they are qualified for the position they are applying for.

· Coordinate the daily processing of all employment related documents including new hire, leaves of absence, separations, and other actions

· Oversee all information systems concerning human resource matters and ensure accuracy of the data.

· Oversee the maintenance of all record keeping relative to employee related issues

· Provide counseling to management staff with respect to Company policies and practices, as well as government regulations.

· Supervise the employee licensing function, job, descriptions, compensation programs, and wage and hour compliance and employee performance programs.

· Handles employee inquiries on human resource issues.

· Performs Exit Interviews with Employees leaving the company, to ensure that all checkout procedures are complete and final paychecks are distributed.    

· Examines Employees’ files to answer inquires and provides information to authorized persons.

· Responsible for recording and completion of I-9 information for all employees.

· Responsible for maintaining a consistent, regular attendance record.

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, four-year college degree preferred; or two to four years related human resource experience and/or training; or equivalent combination of education and experience.
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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.  Ability to speak effectively before groups of customers or Employees of 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 apply commonsense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations. 

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 Employees is regularly required to sit and talk or hear.  The Employee frequently is required to walk and use hands to finger, handle, or feel objects, tools, or controls. The Employee is occasionally required to stand and 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 moderate.
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