Bullwhackers

Job Description







DATE: June 1994

JOB TITLE:  Vice President/Human Resources 
DIVISION: Human Resources
JOB CODE:   001030



DEPARTMENT: HR/Administration
FLSA: Exempt 

GRADE:  NO

LOCATION: Denver West

POSITION REPORTS TO:  Vice President of Human Resources
SUMMARY:
To plan and direct all Human Resource (HR) programs and systems.  To direct and ensure overall compliance to HR programs.  To establish HR programs and services to comply with the Colorado Limited Gaming Act, employment laws and other legal requirements.  To direct HR programs to enhance the performance of CAST MEMBERS toward effectively servicing casino GUESTS.  

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.
Plans, develops and directs all HR programs and policies for the organization.

3.
Directs the development of HR systems and procedures, and assures systems meet the short and long term corporate goals.

4.
Directs all HR programs: compensation, benefits, recruitment and employment, training, wardrobe, human resource information systems, employee relations, and customer services and records.

5.
Directs, manages and develops an effective staff: hires, trains, schedules, rewards and disciplines staff.  Develops staff to meet and exceed performance expectations by establishing and maintaining a positive work morale and effective employee relations.  Supervises twelve (12) staff members in HR operations. 

6.
Develops internal processes and staffing which direct new and revised HR systems by evaluating past techniques and determining future actions which incorporate "work smart and efficiently" standards.

7.
Ensures HR communication programs are clearly understood and effectively implemented.

8.
Ensures effective controls of HR programs and services are maintained and takes actions, as necessary, to manage programs within budgetary requirements.

9.
Participates on the Executive Committee and provides clarification and guidance regarding various HR issues, goals and objectives.

10.
Maintains professional contacts with other companies, consultants, brokers, HR professionals and support groups regarding HR issues.

11.
Monitors HR operations and promptly makes changes, when necessary, to enhance the performance of casino operations.

12.
Manages confidential payroll for HEI, as directed. 

13.
Directs staff in the development of various HR reports to measure and track the achievement of short and long term goals.
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14.
Performs all responsibilities in compliance with the Colorado Limited Gaming Act, state and federal laws and regulations, and company policies and procedures.

15.
Directs compliance with established security policies and procedures.  Authorizes or recommends procedure changes, as required.

16.
Performs other duties, including special projects, as needed and directed.
QUALIFICATION REQUIREMENTS: Demonstrated Human Resources management experience in compensation, benefits, recruitment and employment, training, wardrobe, human resource information systems, employee relations, customer services, records maintenance and, program development, implementation and administration.  Demonstrated experience directing employees in HR operations.  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, with a Master's degree preferred;  including course work in business, accounting, statistics and management; or the equivalent in education and experience.  Seven (7) or more years of recent and related compensation and benefits experience, including two (2) years of managerial experience.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: Takes actions and makes recommendations, beyond the scope of essential duties, which may positively or negatively impact the operations of other departments.
CERTIFICATES, LICENSES, REGISTRATIONS:  A valid Colorado Driver's 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 standard 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 photocopiers, calculators, computers, staplers and tape.

Prepared by: 
______________________    Date: _______________________

