Human Resources Manager
Job Description

Duties:
The Northeast Florida Healthy Start Coalition Human Resources Manager will be responsible:
· Keeping the Coalition up to date and in compliance with the latest employment and wage and hour 

laws and regulations.
· Reviewing and recommending changes to the Coalition’s Personnel Policies and Procedures for relevance and compliance with current regulations.
· Managing the Coalition’s employment benefits: enrolling newly eligible employees, explaining and answering questions, handling terminations of benefits, short term disability claims, and other benefits related activities, working with the Coalition’s insurance agent and benefits providers.
· Maintaining the personnel files, ensuring that all required employment and benefit documents are kept in an orderly fashion in compliance with current regulations.
· Maintaining and displaying required postings related to employment, workers compensation, FLSA, HIPAA, OSHA, ACA and other employment notifications.
· Assist new employees with completing required paperwork for employment, and for benefits when eligible.  Conduct orientation sessions with new employees to help acclimate them to the Coalition.
· Assist program managers with developing job descriptions, interviewing job candidates, conducting performance evaluations, understanding employment regulations and other functions as needed.

· Complete and file any returns and reports required by EEOC and other entities.

· Maintain a personnel office that employees feel welcome to come in and ask employment related questions and obtain assistance with employment and benefits needs.  The Human Resources Manager should be fair, nonjudgmental, discrete, and professional. 
· Maintain the Coalition’s bi-weekly payroll function, using the payroll service’s software, entering new hire information, processing changes to employee data, processing leave requests and time sheets and entering hours worked.  Process the bi-weekly payroll and distribute pay stubs.  Work with the payroll service to resolve any issues.
· Identify and coordinate employee engagement and team building activities

Position Requirements:
· Bachelor degree in Human Resource Management or related field.  
· Two- five years experience working in a Human Resource / Personnel Department.  
· Strong verbal and written communications skills.  
· Proficiency in Microsoft Office, especially excel, products is essential.
· Strong attention to detail

· Self motivated; problem solver; organized

· Flexible and open minded individual 

Please send resume and cover letter to ASampson@nefhsc.org.
