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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 Supervisor
	Job Title:
	Human Resources Supervisor
	FLSA Status:
	

	Department:
	
	Reports To:
	Vice President, Human Resources

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

This position acts as the lead person for human resource (HR) services, conveying necessary information to the HR team and colleagues regarding policies and procedures as well as state and federal laws.  Provides support and addresses a variety of issues; assists VP Human Resources in ensuring functions conform to all applicable regulatory requirements.  The HR Supervisor assists in leading human resources practices and objectives that will provide a colleague-oriented, high performance culture that emphasizes empowerment, quality, productivity and standards, goal attainment, and the recruitment and ongoing development of a superior workforce.
Essential Duties and Responsibilities
1. Supervises, trains and supports HR team members, responsible for providing HR services to colleagues, on HR programs, policies and procedures.
2. Communicates with colleagues, managers and benefit providers to provide information, assistance and resolution regarding employment, payroll, Family & Medical Leave Act (FMLA), short-term disability (STD), workers’ compensation, benefits, employee relations and terminations, ensuring compliance with federal and state laws.
3. Manages employment eligibility (I-9) process; completes verifications of employment; maintains updated forms, records and personnel files; acquires background reports; processes new hires and terminations; manages provider billings.
4. Oversees benefit administration including enrollment, change reporting, and claims; communicates information to colleagues.
5. Compiles, analyzes and distributes a variety of reports such as monthly/annual turnover, Affirmative Action Plan (AAP), Equal Employment Opportunity (EEO) and VETS 4212 reports.
6. Assists in the research and implementation of a variety of HR initiatives and solutions to achieve company goals.
7. Supervises colleague performance review process, annual health screenings, open enrollment, and colleague surveys.

8. Assists in coordinating company-sponsored functions, including community and colleague activities such as Social Responsibility Day, Take Your Child to Work Day, Fundraisers, etc.
9. Manages the development and production of annual company calendar.
10. Performs other duties and responsibilities as requested or required.
Job Skills Requirements
· Strong computer skills required (Microsoft Outlook, Word, Excel and PowerPoint)
· Solid working knowledge of HRIS systems and Applicant Tracking Systems
· Must have high level of discretion and ability to handle sensitive and confidential information appropriately

· Attention to detail
· High level of organization and time management skills

· Excellent interpersonal skills
· Strong ability to build effective relationships and work in a team environment
· Ability to work independently, multi-task, and prioritize

· Customer service and detail-oriented
Education Requirements
· Associate’s degree or equivalent experience

· Bachelor’s degree in Accounting preferred
Experience Requirements
· Minimum of four years of human resources or related experience

· Previous supervisory experience desired
Certifications & Licenses

· Professional in Human Resources (PHR) 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, customer locations, vendors, and other partners.  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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