UNITED CEREBRAL PALSY OF GEORGIA, INC.

POSITION DESCRIPTION

JOB TITLE:         Human Resources Representative

DIVISION:           Human Resources

SUPERVISOR:    Director of Human Resources

FLSA STATUS:   Exempt

JOB SUMMARY:   The Human Resources Representative manages the day-to-day operations of the Human Resource office. The HR Representative coordinates and manages the administration and implementation of the human resources policies, procedures and programs; reports to the Human Resources Director, and assists and advises company managers about Human Resources issues.

The HR Representative carries out responsibilities in the following functional areas: departmental development, Human Resource Information Systems (HRIS), employee relations, training and development, benefits, compensation, organizational development, and employment.

The Human Resources Representative is responsible for all or part of these areas:

· recruiting and staffing logistics;

· organizational and space planning;

· performance management and improvement systems;

· organization development;

· employment and compliance to regulatory concerns and reporting;

· employee orientation, development, and training;

· policy development and documentation;

· employee relations;

· company-wide committee facilitation;

· company/employee communication;

· compensation and benefits administration;

· employee safety, welfare, wellness and health; and

· employee services and coaching
The Human Resources Representative originates and leads Human Resources practices and objectives that will provide an employee-oriented, high performance culture that emphasizes empowerment, quality, productivity and standards, goal attainment, and the recruitment and ongoing development of a superior workforce.

Primary Objectives:

· Safety of the workforce.

· Development of a superior workforce.

· Development of the Human Resources department.
· Development of an employee-oriented company culture that emphasizes quality,          continuous improvement, and high performance.

· Personal ongoing development.

JOB REQUIREMENTS:  
· General knowledge of employment laws and practices. 

· Experience in the administration of benefits and compensation programs and other Human Resources programs. 

· Excellent computer skills in a Microsoft Windows environment. Must include Excel and demonstrated skills in database management and record keeping. 

· Effective oral and written communication. 

· Excellent interpersonal and coaching skills. 

· Evidence of the practice of a high level of confidentiality. 

· Excellent organizational skills
· Perform clerical duties such as filing, typing, and responding to calls and e-mails daily.
EDUCATION AND EXPIERENCE:  Minimum of a Bachelor's degree or equivalent in Human Resources, Business, or Organization Development or equivalent. Three to five plus years of progressive leadership experience in Human Resources positions.  Specialized training in employment law, compensation, organizational planning, organization development, employee relations, safety, training, and preventive labor relations, preferred.  

SPECIAL LICENSES, REGISTRATION OR CERTIFICATION:  Professional in Human Resources (PHR) certification preferred, not required.
SUPERVISORY RESPONSIBILITY:  N/A

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES:

Development of the Human Resources Department

· Assists with the development and administration of programs, procedures, and guidelines to help align the workforce with the strategic goals of the company. 

· Participates in developing department goals, objectives, and systems. 

· Participates in administrative staff meetings and attend other meetings and seminars. 

· Assists to establish departmental measurements that support the accomplishment of the company's strategic goals. 

· Assists with the monitoring of an annual budget.

Human Resource Information Systems

· Manages the development and maintenance of the Human Resources sections of both the Internet, particularly recruiting, culture, and company information; and Intranet sites (i.e. www.ucpga.org and www.ucpsc.org ) 

· Maintains employee-related data bases. Prepares and analyzes reports that are necessary to carry out the functions of the department and company. Prepares periodic reports for management, as necessary or requested. 

· Fully utilizes Human Resources software to the company's advantage.

 Training and Development

· Assists with the implementation of the performance management system that includes performance development plans (PDPs) and employee development programs. 

· Assists with the establishment of an in-house employee training system that addresses company training needs including training compliance, needs assessment, new employee orientation or on-boarding, management development, production cross-training, the measurement of training impact, and training transfer. 

· Assists managers with the selection and contracting of external training programs and consultants. 

· Provides necessary education and materials to managers and employees including workshops, manuals, employee handbooks, and standardized reports. 

· Assists with the development of and monitors the spending of the corporate training budget. 

· Maintain employee training records.

 Employment

· Manages the recruitment process for exempt and nonexempt employees and interns using the standard recruiting and hiring practices and procedures necessary to recruit and hire a superior workforce.
· Facilitate and/or participate in various and effective recruiting initiatives.   

· Conducts the recruiting planning meetings when needed staff is identified. 

· Reviews resumes and/or applications for all candidates and interview nonexempt, and exempt when assigned, candidates for employment. 

· Serves on employee selection committees or meetings.

 Employee Relations

· Assists with the development of Human Resources policies for the company with regard to employee relations. 

· Partners with management to communicate Human Resources policies, procedures, programs and laws. 

· Recommends employee relations practices necessary to establish a positive employer-employee relationship and promote a high level of employee morale and motivation. 

· Participates in the conduct of investigations when employee complaints, concerns, or grievances are brought forth. 

· Advises managers and supervisors about the steps in the progressive discipline system of the company. Counsels managers on employment issues. 

· Assists with the implementation of company safety and health programs. Tracks and posts OSHA-required data and files reports.

· Verify and facilitate external inquiries and employment status per legal and agency requirements. 

 Compensation

· Assists with the monitoring of the company wage and salary structure and the variable pay systems within the company including bonuses and raises. 

· Provides competitive market research and prepares pay studies to help establish pay practices and pay bands that help to recruit and retain superior staff. 

· Monitors and audits payroll processing to ensure quality controls. Partner with payroll to maintain compensation continuity and maintain payroll data base. 

· Conducts wage audits to include change of status and annual increases.

Benefits

· Provides day-to-day benefits administration services. Assist employees with any claim issues. 

· Develops and schedules benefits orientations, open enrollment and other benefits training. 

· Administers the 403(b) plan and completes yearly compliance reporting. 

· Administers disability and worker's compensation claims; and manage and monitor open claims and light duty assignments. 

· Recommends changes in benefits offered, especially new benefits aimed at employee satisfaction and retention.

 Law

· Complies with all existing governmental and labor legal and government reporting requirements including any related to the Equal Employment Opportunity (EEO), the Americans With Disabilities Act Amendments Act(ADAAA), the Family and Medical Leave Act (FMLA), Employee Retirement Income Security Act (ERISA), the Department of Labor, worker compensation, the Occupational Safety and Health Administration (OSHA), and so forth. Maintains minimal company exposure to lawsuits. 

· Administer the annual OSHA forms completion and annual posting at each site. 

· Protects the interests of employees and the company in accordance with company Human Resources policies and governmental laws and regulations.

Organization Development

· Assists with the carrying out of a company-wide process of organization development that addresses issues such as succession planning, superior workforce development, key employee retention, organization design, and change management. 

· Assists with employee communication and feedback through such avenues as company meetings, suggestion programs, employee satisfaction surveys, newsletters, employee focus groups, and one-on-one meetings. 

· Helps monitor the organization’s culture so that it supports the attainment of the company's goals and promotes employee satisfaction. 

· Assists with the company-wide Performance Quality Improvement (PQI) committees including the risk management, training, environmental health and safety committees.

Other 

· Develop and maintain positive and productive relationship with consumers, families, co-workers, and community members.

· Maintain objectivity in position in order to set appropriate limits while working with consumers.

· Support consumers and staff in their personal growth and development, respecting cultural, ethnic, spiritual and individual differences.

· Adhere to all agency policy and procedures.

· Other duties as assigned.

The Human Resources Representative assumes other responsibilities as assigned by the Human Resources Director.

 To perform the Human Resources Generalist job successfully, an individual must be able to perform each essential responsibility satisfactorily. These requirements are representative, but not all-inclusive, of the knowledge, skill, and ability required of the company Human Resources Generalist. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

SIGNATURE LINES:  Sign below to indicate that the above statements have been reviewed with me by my immediate supervisor.

Employee’s Signature _________________________________________________

Date_________________

Supervisor’s Signature __________________________________________________

Date _________________
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