Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Human Resources Clerk

DIVISION: Human Resources
JOB CODE:   510140



DEPARTMENT: Human Resources
FLSA: Non-exempt 

GRADE:  NO

LOCATION: Denver West

POSITION REPORTS TO:  Various Human Resources Managers
SUMMARY:
To greet applicants and visitors while also maintaining an effective employment office workflow, including maintenance of current job openings, processing applicants, maintaining applicant tracking systems and related Human Resources (HR) policies and procedures.  To perform related HR administrative support duties effectively and promptly.  To communicate accurate information concerning HR policies and procedures, and information about the casinos and bus transportation.  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.
Greets applicants and visitors while also maintaining an effective employment office workflow, including maintenance of current job openings, processing applicants, maintaining applicant tracking systems and related Human Resources (HR) policies and procedures.

3.
Performs related HR administrative support duties effectively and promptly.

4.
Communicates accurate information concerning HR policies and procedures, and information about the casinos and bus transportation.  Answers and routes all calls from GUESTS, clients, vendors, applicants and CAST MEMBERS in a courteous, prompt and accurate manner.  Responds to employment verification inquiries regarding current and past CAST MEMBERS, as directed.

5.
Posts job openings in-house and distributes to recruiting agencies.   Maintains the job line, and tracks the number of applicant responses on weekly reports.

6.
Promotes a positive image and the goodwill of the company in all HR activities.

7.
Provides administrative support, as required or requested, for various HR functions: compensation, benefits, recruitment and employment, training, wardrobe, human resource information systems, and employee relations.

8.
Provides applicants, GUESTS, vendors and CAST MEMBERS with assistance, troubleshooting and problem resolution as efficiently and promptly as possible.

9.
Assists in developing customer service policies and procedures, as directed.

10.
Informs applicants, GUESTS, vendors and CAST MEMBERS of changes to HR policies and procedures, as directed.

11.
Performs all responsibilities in compliance with the Colorado Limited Gaming Act, state and federal laws and regulations, and company policies and procedures.

12.
Complies with established security policies and procedures.

13.
Distributes incoming and outgoing mail, as directed.
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14.
Maintains a general awareness of company-wide customer service needs and keeps supervisor informed of any concerns.

15.
Performs other duties, including special projects, as needed and directed.

QUALIFICATION REQUIREMENTS: Demonstrated human resources experience, preferably within a gaming environment.  Demonstrated experience responding to a high volume of telephone calls, and developing and maintaining positive relations with  applicants, GUESTS, vendors and CAST MEMBERS.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, and organizing and prioritizing work.

EDUCATION AND/OR EXPERIENCE: Graduation from high school.  One (1) or more years of recent and related human resources experience.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Decisions are limited to within the scope of essential duties.
CERTIFICATES, LICENSES, REGISTRATIONS:  A valid Colorado Driver's License.

OTHER SKILLS/ABILITIES: Strong verbal communication skills, including experience handling difficult customer relations.  Demonstrated experience using a multi-line telephone system is desired. 

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 standard work week with additional hours routinely required.

WORK ENVIRONMENT:  Essential duties involve working in an inside office environment, which includes occasional 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: _______________________

