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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



HR Administrator

Sample 1

	Job Title:
	HR Administrator
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Develops, implements, and administers policies and programs concerning; employment, employee relations, benefits, employee development, compensation, payroll, workers compensation, safety, performance management, legal compliance and EEO/affirmative action. Provides advice and counsel to managers and employees to enhance the effectiveness of the company’s human resources.
Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.
1. Maintains familiarity with the company’s business plans and determines the impact of those plans on the human resources of the organization.  Works with company management and the Human Resources Team to develop human resource strategies which complement those plans.  Coordinates and/or implements those strategies.

2.  Evaluates the effectiveness of existing human resource programs to ensure they continue to meet their designed purposes.  Makes recommendations to company management regarding changes in policies and procedures.  Examines and makes recommendations concerning the need for policy exceptions.  Provides advice and counsel to company managers and Human Resources Team regarding human resource concepts, policies, and procedures with respect to their day-to-day personnel needs.

3. Administers the payroll process in conjunction with outside payroll service to ensure accurate and timely weekly and bi-weekly payrolls, including base pay, commissions, and bonuses.  Generates supplemental checks for child support agencies, loan repayments, garnishments, etc.  Collects data, performs calculations, investigates and resolves discrepancies, updates payroll master file, and transmits data while maintaining confidentiality.  Distributes checks to local Payroll Administrators.  Ensures compliance with state and federal tax regulations.
4. Administers the benefits programs such as; healthcare, health reimbursement arrangement (HRA), flexible spending account (FSA), dentalcare, life insurance, disability, 401(k), and Paid Time Off (PTO) plans.  Communicates benefit information to employees, enrolls employees and processes changes to their status, maintains employee benefits files, investigates and resolves problems in conjunction with benefits plan carriers and/or service providers.  Coordinates annual open enrollment process.  Assists in preparing materials and in presenting benefit plan changes to employees.  Processes employee terminations related to benefits including COBRA continuation for health, dental, HRA, and FSA plans, life insurance conversion, 401k account administration, and unemployment compensation benefits.  Reviews and approves monthly invoices from insurance providers.  Ensures compliance with government regulations and reporting requirements covering benefits area.  Evaluates current programs to determine competitive posture and recommends changes as appropriate.
5. Coordinates recruitment and employment process for jobs within XYZ Company Corporate Office and assists management with their recruitment and employment process.  Provides staff members involved in the process with guidelines, forms, and resources.  Reviews position specifications, recommends options for recruitment sources, contacts referral sources to solicit candidates, evaluates candidates by reviewing resumes and applications, conducts interviews and refers qualified candidates to appropriate staff members for further evaluation, conducts reference checks, determines appropriate starting pay, extends offers of employment, and arranges drug screens.  Once new employee is hired, conducts new employee orientation, helps new employees complete required paperwork, and processes them for payroll and benefits administration.

6. Assists management with salary administration, job description, and performance management processes.  Coordinates completion of job descriptions and the determination of FLSA exemption status.  Obtains salary surveys for positions similar to those found within XYZ Company and uses it to assess pay levels for new hires and current employees.  Analyzes pay levels of employees within the organization for equity and makes recommendations to avoid liability under EEO regulations.  Helps develop employee performance goals based on company business plans.  Helps managers prepare employee performance appraisals.  In conjunction with managers, investigates and addresses performance problems that could result in disciplinary action or termination.
7. Assists management with worker’s compensation and OSHA compliance programs.  Supports safety coordinators in addressing safety and health incidents and serves as the safety coordinator for XYZ Company’s corporate office.  Obtains the “first report of injury”, reviews for thoroughness, and reports the incident to company’s worker’s compensation insurance carrier.  Reviews invoices for related medical treatments and forwards to worker’s comp carrier.  Through the worker’s comp. carrier, monitors the progress of employees with claims.  Reviews any restrictions imposed by treating physicians for employees being released for duty to determine whether the restrictions can be accommodated.  Collects OSHA Logs from each LOU and prepares annual OSHA summary postings.
8. Ensures legal compliance with all federal and state regulations applicable to the human resources area such as; Title VII of the Civil Rights Act, Immigration Reform and Control Act (IRCA), Americans with Disabilities Act (ADA), Fair Labor Standards Act (FLSA), Health Insurance Portability and Accountability Act (HIPAA) and the Occupational Safety and Health Act (OSHA).  Coordinates the completion of the XYZ Company Affirmative Action Plan in association with our outside consultant and HR Team members.  Monitors human resource processes for compliance, posts notices, maintains records, investigates and resolves employee complaints, recommends changes necessary to achieve compliance, and serves as liaison with government agencies.
9. Maintains all Human Resources related records, including separate file systems for personnel records, benefits records, employment selection process records, I-9 forms (IRCA), payroll records, affirmative action/equal employment related records, OSHA/workers compensation related records, records related to complaint investigations and employee performance issues, and employee loan files.  Ensures confidentiality and limited access according to procedure.
10. Maintains professional and technical knowledge in areas of responsibility by attending educational workshops, reviewing professional publications, researching topics on the internet, establishing personal networks, and participating in professional societies.  Assists management and HR Team members with training and development of their staffs by providing access to training information, classes, and programs.  Periodically forwards information that could meet training needs.
Qualifications

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
Knowledge of  human resources systems, policies, and practices, including but not limited to; recruitment, selection, compensation, benefits, payroll, job description, non-discrimination, safety-security, promotion, discipline, performance management, and termination.
Language Skills

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, insurance language and standards, or governmental regulations.  Ability to prepare reports, business correspondence, and policies and procedures.  Ability to effectively present information and respond to questions from groups of managers, vendors, and other employees of the organization.

Mathematical Skills

Requires math and statistical skills including ability to add, subtract, multiply, and divide, using whole numbers, fractions and decimals.  Requires ability to compute ratios and percentages and to develop graphs and charts.

Reasoning Ability

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

Physical Demands

Work is performed in a general office environment with limited noise exposure.  The majority of the time is spent seated at a work station with access to telephone, computer, printer, files, and reference binders.  Requires occasional standing and walking to go to scanner, copier, file room, warehouse, shredder, and to meet with employees.  Requires frequent verbal communication either in person or by telephone to interact with employees, vendors, suppliers, and consultants.  Requires ability to occasionally lift up to ten pounds when handling files and binders.  Duties entail some visual strain resulting from close detail work.

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. While performing the duties of this job, the employee is occasionally exposed to outside weather conditions and risk of electrical shock. The noise level in the work environment is usually moderate.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


Sample 2

	Job Title:
	HR Administrator
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Assist with the administration of the day-to-day operations of the human resources functions and duties.  Responsible for recruiting and staffing logistics; performance management; employee orientation; training logistics and recordkeeping; and administering the leave of absence and/or FLMA process.
Essential Duties and Responsibilities
11. Respond to employees’ questions regarding the Company’s health and welfare benefit programs, pension and retirement plans, paid time off policies, etc.  Conduct appropriate research when necessary to resolve issues.

12. Process payroll transactions for promotions, transfers, new hires, wage adjustments, garnishments, terminations, and benefit deductions.

13. Assists with the preparation of the performance review forms, distribution of increases, and tracking/recordkeeping for Home Office employees.

14. Audit and verify accuracy of all employee change requests.

15. Assist Employee Services Manager with sourcing candidates and conducting preliminary phone screens.  

16. Coordinate schedules between Candidate, HR, Hiring Manager, and other interviewers using Outlook calendar.  Coordinate travel schedules if necessary

17. Communicate new hire information to appropriate departments and follow-up with candidates on start dates and new employee orientation information.

18. Meet with employees regarding FLMA requests to ensure a thorough understanding of leave of absence policies and procedures.

19. Process and send FMLA eligibility letters.  Process and send letters approving/denying the leave of absence request.  

20. Maintain and review leave of absence/FLMA reports.  Send communication regarding leave status and expected return to work.

21. Assists in coordinating employee recognition programs.  Identify, prepare and distribute monthly service awards for Home Office and Field employees.  

22. Prepare reports, PowerPoint presentations, and spreadsheets for the Annual Board Report. 

23. Run standard reports and perform ad hoc reporting to support department programs.

24. Maintains confidentiality of all payroll, medical, benefit and personnel-related information, policies, and related matters.  

25. Performs other duties as requested.

Knowledge and Skill
Associate’s degree in Business Administration or related field.  Minimum of 3 years of related work experience.

Physical Demands

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and 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. While performing the duties of this job, the employee is occasionally exposed to outside weather conditions and risk of electrical shock. The noise level in the work environment is usually moderate.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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