Job Descriptions - Human Resources Manager
Responsible for:
This job description is under review

Reporting to:
Vice President, Operations

Human Resource Manager

Areas of Responsibility




Measurement




Staff

-
Job Description

-
Organization Chart

-
Reporting Relationships

-
Staff Budgeting

-
Control of Labour Costs 

-
Local Compensation for Similar Work

-
Containment of Employee turnover

-
Group Benefit Program/Administration

Employee Hiring

- 
Creation and placement of Ads

Employee Development

-
Training

-
Delivery of Training Programs in a timely fashion

-
Establish department training guidelines in concert with department head

-
Creation and maintenance of training files by employee

- 
Monitoring

-
Staff Manuals

-
Maintenance of Material

-
Distribution

-
Signed Confirmation of Acceptance of Material

-
Job Evaluation

-
Monitoring Employee Appraisals

-
Education Outside of the Workplace

Communications

-
Attend weekly department head meetings (optional)

-
Enforce Management Manual directive of monthly departmental meetings

Employee Relations

-
Social Committee

-
Employee Morale

-
Creation and maintenance of employee award program

Union Environment (Sault Ste. Marie)

-
Application of Union Contract

Managing WSIB Claims
Recruitment/Retention

Managing Health Plans
Orientation Manual

Managing Health and Safety Committees

Government Issues

-
Health and Safety Committees

-
Assure proper function

-
Attend meetings where possible

-
Management of WSIB claims

Miscellaneous

Reporting


-
Daily Labour Costs 
Compliance with Employment Standards Act

Maintenance of Files

-
Accurate employee information

Payroll


-
Accuracy

-
Group Benefits Deductions

-
Documentation & Maintenance 
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