

JOB DESCRIPTION




	Job Title: Mgr, Employee Relations & Staffing Services
	Job Code: JE1159

	Department: Human Resources
	Date Created:  

	Grade:  M4
	Revision Date: January 2003

	Summary: 

Manages the design, management, and administration of recruiting, hiring, and employment programs in compliance with company philosophies, legal requirements, and business objectives.  Develops and implements company policies and procedures in conjunction with senior management to assure consistent and good employee relations.

	Principal Responsibilities:

1. Directs the HR Generalists in the establishment of systems, procedures, etc. and on-going management of the group to achieve synergistic performances.

2. Manages the recruitment of qualified candidates following current EEO and ADA hiring guidelines for exempt and non-exempt positions utilizing available resources to maintain an effective workforce. Develops, implements and evaluates effective strategies and high quality processes to attract and retain qualified candidates.

3. Interprets and communicates company policies to ensure consistent application and equitable employee relations.

4. Coaches and facilitates problem solving for managers and employees.

5. Manages the compilation, reporting and dissemination of the annual development of the company’s affirmative action program.  Operates as the company’s EEO officer. Ensures issues such as diversification and "strategic organization fit" are considered and promoted within the recruitment process.

6. Implements company-wide policies and procedures.  Maintain and update policies as required.

7. Works with management to create job descriptions. 

8. Oversees and participates in the negotiation of contracts and coordination with outside employment agencies and recruiters.  Confers with managers to evaluate outside agency performance.

9. Manages the annual employment and relocation budgets.

10. Develops and leads the monthly Management Forum meetings.

11. Performs other related duties, including special projects, as requested or required.



	Reports to:  Director, Human Resources

	Supervisor Responsibilities: Exempt

	Education/Experience Requirements:
Bachelor's degree in Human Resource Management, Business or related field or combination or education and experience.

Seven (7) years or related HR management and generalist experience, which includes experience conducting executive, professional, technical and non-exempt recruiting, and managing ER and conflict resolution.  Demonstrated experience creating MS Access databases.

	Competencies: 


	Travel: Less than 15%

	Environment: Office

	Physical Requirements: Sitting/Standing, Seeing/Hearing, Repetitive Motion: No, Lifting: N/A


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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