Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Employee Relations Manager

DIVISION: HR/Employee Relations
JOB CODE:   210040



DEPARTMENT: Human Resources
FLSA: Exempt 

GRADE:  NO

LOCATION: Denver West & Casinos

POSITION REPORTS TO:  Vice President of Human Resources
SUMMARY:
To provide on-site support to supervisors/managers and CAST MEMBERS  to resolve interpersonal issues which may compromise the effective performance of CAST MEMBERS or the quality of services to our GUESTS.  To act as a liaison between the corporate office and assist in communicating and ensuring compliance to Human Resource policies and procedures.   To promote the goodwill of the company and act as an employee advocate while equally acting in the best interest of the company by ensuring compliance to company policy.  To perform responsibilities in compliance with the Colorado Limited Gaming Act.  

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES :

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Provides on-site support to supervisors/managers and CAST MEMBERS to resolve interpersonal issues which may compromise the effective performance of CAST MEMBERS or the quality of services to our GUESTS.

3.
Acts as a liaison between the corporate office and assists in communicating and ensuring compliance to Human Resource procedures and company policies.

4.
Promotes the goodwill of the company and acts as an employee advocate while equally acting in the best interest of the company by ensuring compliance to company policy. 
5.
Advises and guides supervisors/managers in employee relations, employment law and related compliance issues.

6.
Evaluates and suggests resolution on sensitive manager or employee situations.

7.
Monitors and investigates employee relations issues and communicates with attorneys or other sources, when necessary or as approved, for assistance in resolving employee relations issues. 

8.
Conducts exit interviews, prepares feedback for management, and assures confidentiality.

9.
Develops and submits various position papers and status reports on employee relations issues to management.  Assists in developing HR policies/procedures.

10.
Performs all responsibilities in compliance with the Colorado Limited Gaming Act, state and federal laws and regulations, and company policies and procedures.

11.
Complies with established security policies and procedures.

12.
Assists and advise management various HR policies, procedures and other issues.

13.
Acts to resolve employee relations issues efficiently and promptly.

14.
Sponsors the activities of the company's Events Committee.
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15.
Performs other duties, including special projects, as needed and directed.

QUALIFICATION REQUIREMENTS: Demonstrated Human Resources management experience in employee relations.  Demonstrated knowledge of employment law.  Demonstrated experience persuading and negotiating.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, and organizing and prioritizing work.

EDUCATION AND/OR EXPERIENCE: Bachelor's Degree in Human Resources Administration is preferred with course work in business, employment law, psychology and management also desired; or the equivalent in education and experience.  Five (5) or more years of recent and related employee relations experience, including one (1) year of managerial experience.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Makes recommendations, beyond the scope of essential duties, which may positively or negatively impact the operations of other departments.
CERTIFICATES, LICENSES, REGISTRATIONS:  Colorado Gaming Support License.

OTHER SKILLS/ABILITIES: Demonstrated knowledge of employment law including the Federal Labor Standards Act (FLSA), Equal Employment Opportunity (EEO) and Title VII, Equal Pay Act (EPA), Americans with Disability Act (ADA), Employee Retirement Income Security Act (ERISA) and the Consolidated Omnibus Budget Reconciliation Act (COBRA).

PHYSICAL DEMANDS:  Essential duties involve sitting while completing paperwork or using a computer; and occasional kneeling, squatting, bending, walking and crouching/stooping in order perform duties.  Essential duties require lifting up to 30 pounds to stack, store or move general office supplies and equipment.  Essential duties involve a flexible work week with additional hours routinely required.

WORK ENVIRONMENT:  Essential duties involve working in an inside office environment, which includes routine travel by car or bus to casinos which contain loud, smoke-filled environment.  Occasional outside travel to or from multiple work locations.

MATERIALS AND EQUIPMENT DIRECTLY USED:  General office supplies and equipment, including telephones, pagers, photocopiers, calculators, computers, staplers and tape.

Prepared by: 
______________________    Date: _______________________

