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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 Manager

Sample 1

	Job Title:
	Human Resources Manager
	FLSA Status:
	

	Department:
	
	Reports To:
	Vice President, Human Resources

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Responsible for all aspects of managing the Human Resources function of XYZ Company, to include recruiting, benefit administration, employee relations, unemployment and lay-offs, leaves, payroll, compensation and special projects.

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. Manages and oversees the recruiting process for all level of candidates: executive, exempt, non-exempt and production employees.  Ensures positions are posted according to procedure, reviews resumes and applications and shares with the management staff, coordinates advertising with the media and negotiates rates with advertisers.
2. Ensures the health and welfare benefit plans are updated and changes are communicated with employees annually.  Responds to questions and issues and forwards inquiries to the third party administrator as necessary.  Works with senior management to choose insurance brokers, ensuring the best option for the company and the employees.  
3. Attends safety meetings with other management staff to track safety concerns and to ensure XYZ Company is complaint for OSHA inspections and other audits.  Tracks accidents and investigates complaints as necessary.
4. Resolves employee relations issues to include conflict resolution, harassment investigations, wage complaints, employee disputes, attendance issues and general questions.
5. Attends unemployment hearings as necessary, oversees the process of seasonal lay-offs and addresses issues that arise regarding the Family and Medical Leave Act.
6. Oversees payroll, addresses concerns and ensures the payrolls are handled effectively and timely.  
7. Assists management in the termination process, ensures the correct data has been gathered and that XYZ company policies have been followed.
8. Assists with the creation of the Affirmative Action and Equal Employment Opportunity reports.  Helps complete the safety report.
9. Participates in compensation surveys, develops new wage scales as necessary and develops new position descriptions.
10. Oversees the completion of annual performance appraisals by the management staff.
11. Completes special projects and other duties as assigned.
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

The position requires a Bachelor’s degree and 7 – 10 years of progressive experience in a Human Resources environment, preferably in a manufacturing environment.  PHR/SPHR certification is desired. 

Knowledge, Skills and Abilities                




Effective oral and written communications and presentation skills are essential, as are interpersonal skills.  Knowledge of HR laws and pending legislation is necessary.  The ability to make administrative and procedural decisions and judgments on sensitive, confidential issues is required. The ability to work effectively in a team environment is required. The ability to gather and analyze statistical data and generate reports and to plan, coordinate and administer complex administrative systems and processes is necessary.  Operational knowledge of payroll policies, regulations and procedures and a working knowledge of the XYZ benefit plans, insurance and retirement policies, regulations and procedures are required.  PC skills to include: MS Office software, such as Excel and Word, and other internal management and Human Resources systems is necessary. The ability to work with frequent, established deadlines is required.   Organizational and analytical skills are required.  The ability to work effectively with diverse populations is required.  The ability to develop, plan, and implement short- and long-range goals is required. Employee development and performance management skills are essential.  
Physical Demands

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to finger, 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 position is primarily an office-based position with regular visits to the plant floor.  The employee occasionally performs work-related travel.

	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 - City Employee

	Job Title:
	Human Resources Manager
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

The Human Resources manager is responsible for the planning, implementation, management and administration and communication of all HR programs and projects for the City of ​​​​​​​​​​​​​​​​​​​​​____________________.  Functions include, but are not limited to, staffing, employee relations, compensation and benefits, labor relations, safety and employee evaluation and development.  Work is performed independently under the general supervision of ___________________________.

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.

12. Develops, administers, interprets, and maintains personnel policies, programs, and procedures in accordance with applicable state and federal regulations; researches, develops and recommends employment policies; maintains and updates employee handbook.  Assures adherence to policies and procedures pertaining to human resources management. Maintains employee files.
13. Advises supervisors, managers, and directors on employee performance issues; manages or conducts employee investigations; and conducts and summarizes exit interviews.  Coaches and advises supervisors on performance and disciplinary issues.
14. Administers compensation plan, maintaining updated position descriptions and performance review processes.  Ensures internal equity and market competitiveness of pay through self-surveys and/or comprehensive studies by outside vendors.
15. Manages the administration of the City’s employee benefit programs including: flexible spending, deferred compensation, and insurance programs. Works with outside insurance agents, brokers, and plan administrators to assure comprehensive coverage. Manages the renewal process, change in providers, and open enrollment. Responds to questions and educates employees about benefit issues, and coordinates deductions and leave administration with payroll.
16. Identifies recruiting sources and strategies; creates job postings, supplemental questionnaires, and advertisements; writes interview questions, conducts interviews and testing; recommends candidates for interviewing, checks references, and prepares confirmation and rejection letters.  Conducts employee onboarding.
17. Participates in negotiations, resolves grievances, assists and advises the City Administrator during labor relations negotiations; and advises managers on contract interpretation. Prepares wage and benefit data and proposals for use in negotiations.
18. Oversees Workers’ Compensation program, including working with Claims Adjustors and Nurse Case Managers. Manages injury on duty and return to work issues. Oversees city-wide safety committee activities. Assists in developing, maintaining, and updating safety policies and/or manual; prepares required OSHA information.  Monitors and approves human resource division expenses.
19. Administers employee performance evaluation process, ensuring timely and appropriate assessments provided by supervisors; advises managers/supervisors in this process where requested or required.
20. Performs all other related duties as requested or assigned.
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

· Bachelor’s degree in Human Resources, Business Administration, Communications, or a closely related field; and three to five years of experience

· Demonstrated organizational and communication skills  

· Proficiency in Microsoft Office:  Excel, Word, and PowerPoint; Publisher and Adobe Acrobat helpful

· General knowledge of employment law

· General knowledge of HRIS 

· Certification (IPMA-CP and/or PHR/SPHR) preferred  
Physical Demands

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to finger, 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 position is primarily an office-based position with regular visits to the plant floor.  The employee occasionally performs work-related travel.

	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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