
JOB TITLE: Human Resource Manager

REPORTS TO: President

EXEMPTION STATUS: Exempt

GRADE/SALARY:

DEPARTMENT:

LAST UPDATED: March 16, 2012

PURPOSE
The purpose of this Job Description is to establish and define the authority, accountability,
reporting relationships, responsibilities, duties, and measures of performance of the Human
Resource Manager of (COMPANY).

BASIC FUNCTION
The basic function of the Human Resource Manager is to perform the day-to-day operations of
(COMPANY)’s human resources functions, including recruitment and selection, classification
and compensation, benefits administration, equal employment opportunity, develop policies and
practices, and employee relations in a timely, accurate, and efficient manner.

CHARACTERISTIC DUTIES AND RESPONSIBILITIES
Payroll:

 Verify timecards with daily logs once a week.
 Process and send payroll to (COMPANY) bi-weekly.
 Reconcile Master Builder to (COMPANY) and post payroll bi-weekly.

Human Resources:
 Assist in development and implementation of personnel policies and procedures; make

recommendation(s) to President regarding policy revision(s).
 Provide advice, assistance, and follow-up on policies, procedures, and documentation.
 Prepare and maintain associate handbook.
 Understands, keeps abreast of, and complies with federal, state, and local employment

and employee relations laws; ensures all locations remain poster compliant as required by
federal and state regulations.

 Communicates and reports any inappropriate, unruly, unprofessional, or other
unacceptable associate behavior and/or employment practices that do not coincide with
company policies or procedures to the President.

 Administer recruitment (advertising, selection of candidates, interviews, follow-up
documentation) and examination procedures for position(s).

 Develop job postings and ads that are both creative and compliant with EEOC standards
and tracks ad costs to evaluate the most effective and cost effective means of advertising.

 Develop and maintain relationship with employment agencies, universities, and other
recruitment sources for the purpose of securing quality temporary associates.

 Develop, implement, and assist with evaluation of job descriptions and performance
evaluations annually and upon notification of a new position.



 Coordinate and administer 90-day and annual reviews.
 Coach and counsel managers and associates on performance management.
 Resolve issues in order to maintain positive associate relations while at the same time,

optimizing organizational performance.
 Maintain and monitor salary structure, determining FLSA classification and salary

analysis.
 Enter associate benefit days (vacation, personal, etc) onto spreadsheet and outlook

calendar same day as request is received.
 Counsel and advise management staff on employee relations matters such as performance

evaluations and discipline immediately upon notification of situation.
 Administer and explain benefits to associates, serve as liaison between associates and

insurance carrier.
 Assist in administering open enrollment periods.
 Coordinate employee relations activities.
 Process new and terminating associates, including updating and maintaining new hire

packets, and conducting orientations or exit interviews immediately upon event.
 Maintain associate related documentation related to personnel, training, employee

performance, termination, and/or disciplinary action in orderly fashion on daily basis.
 Participate in staff meetings and attend other meetings and seminars as required.
 Maximize existing HR systems and processes and/or identify and implement others to

meet the business needs.
Safety:

 Develop, coordinate, schedule, conduct, and follow-up with employee on training in
safety procedures, risk strategies, OSHA regulations, and CDL drug testing requirements.

 Receive, review, prepare and/or submit various records and reports including safety
training materials, DVIRs, MSDS sheets, safety reports, Workers’ Compensation
accident investigation reports, OSHA reports and records, various logs, etc.

 Coordinate DOT/JET permits as needed.
 Gather and track associate’s personal vehicle insurance and run MVRs.
 Facilitates loss control audit yearly.
 Prepare and submit STEP and Safety Award Applications through Associated Builders

and Contractors of Wisconsin yearly.
 Administer safety glasses program through ShopKo upon request from employee.
 Maintain a stock of safety supplies for easy access by employee upon request.
 Administer Apprenticeship Program by initiating selection process, maintaining proper

ratio to comply with state standards, coordinating and processing applications,
monitoring progress in program, and updating payroll on wage scale.

Contracts (Owner & Subcontract)
 Owner provided contracts: Review document, any items of concern review in-house with

appropriate personnel or submit to attorney for their review. Highlight any special
accounting procedure and submit to respective department.

 (COMPANY) Provided Owner contracts: Prepare owner contract and distribute for
signature to owner within 24 hours of request.

 Obtain all signatures, insurance, bonds and any other required paperwork. Return copy to
Owner.

 Scan, copy and prepare in-house files of Owner contract for accounting department and
job file.



 Prepare and send subcontracts as provided by the Project Manager (within 24 hours of
request). Ensure that subcontracts includes any special clauses or provisions as required
in the Owner contract.

 Track all subcontracts, insurance, W-9 and any other required paperwork. Contact
subcontractors if not returned in a timely manner or not meeting requirements.

 Scan, file all subcontracts and insurance. Transfer W-9 to accounting department.
 Update contract log daily and advice Project Manager of outstanding documents.

Change Orders:
 Prepare and send Owner change order requests.
 Track for signature and enter into accounting software. Submit any sub-related change

orders as necessary.
Close Out:

 Gather and prepare warranties for projects by substantial completion.
Miscellaneous:

 Administration of all IT responsibilities (cell & landline phones, wireless cards, and
computers).

 Supervises Receptionist/Administrative Assistant
 Maintain professional and technical knowledge of HR trends, practices, developments,

and applicable laws related to the human resource function by attending educational
workshops, reviewing professional publications, and establishing personal networks.

 Stay current with changing technology/tools and participate in educational/training
opportunities.

 Follow company policies and procedures.
 Perform job in a professional manner (appearance, language, behavior).
 Upholds the values and missions of (COMPANY).
 All other duties as assigned.

JOB REQUIREMENTS
To perform this job successfully, an individual must be able to complete all areas outlined for
this position in a satisfactory manner. The requirements listed below are representative of the
knowledge, skills, and/or abilities necessary to meet the minimum job requirements of this
position. Reasonable accommodations may be made to enable individuals with disabilities to
perform these essential functions.

EDUCATION
 Required: Bachelors Degree in Human Resource Management (or other

business/management related field) or 5 years directly related experiences.

LICENSING/REGISTRATION/CERTIFICATION
 Required: Valid Driver’s License
 Preferred: PHR Certification

EXPERIENCE
 Required: 2 or more years experience as a Human Resource Generalist



SKILLS, KNOWLEDGE, AND ABILITIES
 Knowledge of the principles and practices of human resources administration as

related to recruitment and selection, classification and compensation,
employee/labor relations, employee benefits, training, and workers’
compensation.

 Knowledge of pertinent Federal, State, and local laws and regulations.
 Knowledge of principles of supervision, training, and performance evaluation.
 Ability to maintain accurate records and database systems.
 Ability to maintain the highest level of confidentiality, professionalism, tact, and

composure at all times, including stressful or sensitive situations.
 Ability to interpret, apply, and explain relevant laws, regulations, policies, and

procedures.
 Ability to communicate with all levels within the company.
 Ability to perform tasks and follow directions assigned by the President

accurately and within the specified timeframe.
 Ability to identify and troubleshoot problems before they become major issues.
 Ability to handle multiple tasks at the same time while maintaining attention to

detail.
 Ability to meet deadlines.
 Ability to work in stressful situations.
 Knowledge of Microsoft Office Applications.
 Excellent written and verbal communication skills.

PHYSICAL DEMANDS
These physical demands are representative of the physical requirements necessary for an
associate to successfully perform the essential functions of the Human Resource Manager’s job.
Reasonable accommodation can be made to enable people with disabilities to perform the
described essential functions of the job.

While performing the responsibilities of the Human Resource Manager’s job, the associate is
required to talk, hear, and see. The associate is often required to sit and use their hands and
fingers, to handle or feel and to manipulate keys on a keyboard. The associate is occasionally
required to stand, walk, reach with arms and hands, and to stoop, kneel, or crouch. Must have
sufficient manual dexterity to be able to operate all office equipment including, but not limited
to: computers, fax machines, copy machines, and telephones.

WORK ENVIRONMENT
While performing the responsibilities of the job, these work environment characteristics are
representative of the environment the Human Resource Manager will encounter. Reasonable
accommodations may be made to enable people with disabilities to perform the essential
functions of the job.

The work environment is a typical office setting.



CONCLUSION
This job description is intended to convey information essential to understanding the scope of the
Human Resource Manager’s position and it is not intended to be an exhaustive list of skills,
efforts, duties, responsibilities or working conditions associated with the position.


