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Arkansas Early Learning, Inc.
Human Resources Manager Job Description

The agency is an equal opportunity employer and does not discriminate based on race, color, creed, sex, marital status, age, national origin, physical handicap, disability, or other federal, state or local protected classes.  The agency strives to hire the most qualified person for each job.  Listed below is an attempt to describe the normal responsibilities for this position.  Please realize that this is not an exhaustive list, and other duties may be assigned as necessary.

	Job Title: Human Resources Manager
	Admin: 100%
	FLSA Status: Exempt

	Department: Central Office
	Programmatic: 0%
	Prepared Date: 7/02/2014

	Approved By: Policy Council
	Date: 7/22/2014
	Reports To: C-Execs

	Approved By: Governing Board
	Date: 7/31/2014
	Employment Contract: No



Summary 
Provide content area expertise and oversight on an ongoing scheduled basis by performing the following duties personally or through subordinate(s).

General Essential Duties & Responsibilities:
1. Must have an interest in children and their development.
2. Mandated reporter under the Arkansas Child Maltreatment Reporting Act.
3. Must abide by all agency policies including agency’s Standards of Conduct, fraud and confidentiality policies.  Must not discuss the affairs of the staff, children or Head Start families.  Will only discuss agency business on a need to know basis.
4. Must be professional at all times and be neat and clean in personal appearance.
5. Responsible for establishing good working relations with parents, staff, professionals and the general public.
6. Ability to take directives. 
7. Serve as a member of your assigned work site team in overall planning and coordination of the Head Start program; ensure that the agency is in compliance with the office HHS-ACF Head Start Program Performance Standards under the supervision of the C-Level Executives.
· Participate in staff meetings.
· Participate in the annual Community Assessment, Self-Assessment, and Program Information Report (PIR).
· Assist in the recruitment of children and volunteers.
· Assist in obtaining non-federal matching funds (in-kind).
· Cover job duties of absent staff as assigned by C-Level Executives.
· Perform extra assignments in other areas and related task assignments in the work area.
· Provide support and resources to other employees.
· Maintain component timelines and due dates of component related activities via individual Google Calendar.
· Create and maintain visual work instructions, position and work site related.
8. Regular, consistent attendance.
9. Domestic travel required.
10. Must keep work area neat and clean.
11. Participate in building and vehicle maintenance.
12. Lift 10-30 lbs regularly, up to 50 lbs occasionally.
13. Perform other job related duties as assigned by C-Level Executives.

Human Resources Essential Duties & Responsibilities: (70% Time) (Admin)
1. Maintain knowledge of legal requirements and government reporting regulations affecting human resources functions and ensures policies, procedures, and reporting are in compliance.
· Responds to inquiries regarding policies, procedures, and programs.
2. Recruit, interview, and help select qualified employees, as defined by Head Start and state licensing regulations, to fill vacant positions.
3. Ensure completion of new employee processing.
· Make sure professional and personal references have been checked before positions are offered to applicants.
· Ensuring that each staff member has an initial health exam and a periodic re-examination.
· Makes sure that all paperwork for new employees has been completed.
· Check out and in agency materials to employees.
4. Maintain benefits in insurance web sites.
5. Review insurance invoices for accuracy prior to payment and submit to Fiscal Officer for approval.
6. Plan and ensure new employee orientation will foster positive attitude toward company goals.
7. Ensure that Agency benefits are explained to new employees. Assists supervisors in the handling of disciplinary actions or performance transgressions when needed.
· Assists in preparing paperwork and documentation for employee reprimands and is present during employee performance correction meeting when necessary.  
8. Prepare employee separation notices and related documentation, and conducts exit interviews to determine reasons behind separations.
· Responsible for completing employee separation process and all associated paperwork.
9. Administer performance review program to ensure effectiveness, compliance, and equity within organization.
10. Ensure the HRA maintains adequate records of all employees’ personnel files.
· Maintain material check out sheets by ensuring all materials that have been checked out are checked back in.  
· Prepare and record hire and termination dates by individual employee.
· Keep current staff rosters.
· Keep employee anniversary dates.
11. Ensures the HRA processes Criminal Records, Central Registry, State and FBI Background checks for all employees and maintain database of expiration dates.
12. Process unemployment documentation:
· Respond to initial unemployment claim.
· Review state quarterly statement of paid benefits.
13. Maintain benefits and Workers Compensation claims, procedures, paperwork and maintaining files.
14. Maintain FMLA procedures, paperwork, and files.
15. Ensure completion and filing of unemployment claims. Defends Agency interest in appeals or tribunals.
16. Ensures all data is entered and current in all agency systems
17. Ensures accurate PIR data is available for reporting 
18. Ensures staff meet Head Start mandated education/degree requirements
19. Provide and process annual Letters of Intent to employees.
20. Conduct Wage Compensation Survey on an annual basis or as needed.
21. Update, write and revise job descriptions and interview questions on an annual basis or as needed.
22. Update, write and revise personnel related forms, policies and procedures as needed.
23. Update and revise parts of the Head Start Personnel Policy Manual on an annual basis.
24. Conduct trainings at Pre-Service and throughout the year when necessary regarding FMLA, Harassment, Workers Compensation.etc...
25. Coordinate staff recognition and morale programs.
26. Ensure Career Development Repayment Obligation Requirement, Head Start Act SEC. 648 is met.
27. Assist with program planning, development, management, and evaluation.
28. Assist program staff in all aspects of administering and operating the child development programs. 
29. Assist in the development of policies and operating procedures.
30. Assist with the program operations in a manner consistent with the requirements of contractual agreements, laws, regulations and funding sources.
31. Assist with grant writing.
32. Assist in the formulation of policy in an advisory capacity and prepare information to be considered in the determination of policy.
33. Assist management team in preparing and updating program component plans.
34. Assures data is entered into tracking system for Training/Technical Assistance. 
35. Ensure the HRA coordinates the employee drug testing program.
36. Assist in the development of plans for the utilization of community resources..
37. Participate in agency annual Community Assessment, Self-Assessment, PIR, and PIP.
38. Plan and carry out policies relating to all phases of personnel activity. Coordinate staffing patterns.
39. Coordinate process to recruit, interview, and select employees to fill vacant positions. Complete background checks on employees.
40. Ensure new employee orientation is completed
41. Complete employee verification of earnings reports.
42. Conduct wage surveys within labor market to determine competitive wage rate. 
43. Keep record in data systems of personnel transactions such as hires, promotions, transfers, and terminations.
44. Meet with employees to help resolve grievances.
45. Solve staff time issues, assist with entry of leave requests, and approve time records for processing.
46. Submit payroll information to financial office for processing.
47. Assist with and record exit interviews.
48. Assist with personnel policy manual updates and acknowledgments.
49. Prepare job descriptions, job postings, and job advertisements.
50. Assist supervisory staff with personnel matters.
51. Responsible for staff evaluation system.  Advise in evaluations and the hiring and firing of staff.
52. Responsible for annual notification of employment status.
53. Establish personnel and grievance committees.
54. Responsible for oversight of the Professional Development Program.
55. Monitor professional development of staff, including CDA and college education.
56. Serve as an advocate for AEL, Inc. in the local community; build public relations within the six county service area.  Serve on community boards/committees, advisory committees, and garner collaborations as needed. 
57. Enter data into data systems as required. 
58. Maintain confidentiality of all client and employee records.
59. Attend local, out of town, and overnight meetings, trainings, and conferences as required and report on those attended.
60. Perform other duties as assigned by supervisor.

Payroll Essential Duties & Responsibilities: (20% Time) (Admin)
1. Responsible for processing payroll and maintaining accruals, attendance, leave requests and time records:
· Prepare and maintain payroll files.
· Maintain individual employee accruals in HRIS System
· Ensure supervisors print out employee time sheets complete with signatures and sent to Central Office. 
· Responsible for submitting time, attendance and payroll information to Fiscal Officer, Payroll, or HR Manager for final review.
2. Responsible for filing all payroll and time records.
3. Responsible for ensuring that all paychecks have been mailed to the correct addresses and for resolving any missing or lost checks.

Other Component Duties and Responsibilities: (10% Time) (Admin)
1. Serve as a member of the Central Office team.  
2. Ensure agency policy, procedures and practices comply with Head Start Performance Standards, Arkansas Child Care Licensing Standards, Department of Labor/OSHA Regulations as well as any other federal state and/or local laws.
3. Assist teammates with their roles and responsibilities when needed or as assigned by the C-Level Executives to ensure compliance with above noted regulations.
4. Assist the C-Level Executives in administering agency policies and procedures.
5. Monitor component reports in the agency record-keeping and reporting systems.
6. Annually review and update as needed component related forms, procedures, service plans and/or policy manuals.
7. Ensure all agency staff/families receive component related training as required by Head Start Performance Standards and state licensing regulations.
8. Maintain component timelines and due dates of component related activities via the position’s Google Calendar. 
9. Performs supervisory responsibilities in accordance with the agency’s Organizational Chart, policies and applicable laws.
· Directly supervise the Human Resources Assistants.
· Provide applicable staff orientation to newly hired subordinates.
· Provide guidance, instruction/training and assistance to subordinates on an ongoing basis.
· Plan, schedule, assign and direct/coordinate the work activities of subordinates.
· Evaluate and monitor performance of subordinates on a scheduled and unscheduled basis.
· Update, with subordinates, their Professional Development Plan.
· Reward and discipline subordinates following the agency Personnel Policy Manual.
· Address complaints and resolve problems as needed.
· Review and sign subordinates Timesheets/Personnel Activity Reports and submit to Human Resources Department as scheduled.
· Assume and/or delegate the duties of subordinates in case of absence.
· Deter, detect and report suspected acts of wrongdoing.
10. Purchase component related materials following the agency purchasing policies.
11. Attend scheduled Policy Council meetings as assigned by C-Level Executives.
12. Attend scheduled Board of Director meetings as assigned by C-Level Executives.
13. Serve as a member of the Central Office Management Team.
· Attend and participate in scheduled management meetings.
· Work with team members in supervising center programs and field staff.
· Supervise, give guidance and follow up with staff on component related issues or activities. 
14. Serve as the Central Office liaison to center(s).
· Will be the Central Office contact for the staff at centers as it relates to assigned tasks.
· Provide assistance, support, information, and instruction to staff at centers as it relates to assigned tasks.
· Will perform other duties as necessary.

Qualifications
To perform this job successfully, an individual should have met the following qualifications:
1.	General Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Must have a working telephone, cell phone or pager.
· Must have a valid Driver’s License with immediate access to a legally insured vehicle.
· Must be able to drive an automobile, full size pickup, and a van.
· Must at least have auto liability insurance and must keep it current.
· Must consent to and pass an initial health examination.
· Must maintain a current TB Screening.
· Must consent to and pass state felony, Central Registry Check, and/or FBI background check when applicable.
· Must consent to and pass agency drug testing.
2.	Education and/or Experience                   			
Bachelor or Advanced degree in Human Resources or a related field.  The position requires satisfactory levels of aptitudes and skills related to the job duties and an ability to apply specialized knowledge acquired on the job.  One to three years prior job related experience preferred.
3.	Language Skills                   			
Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to effectively present information in one-on-one and small group situations to parents, and employees of the agency.
4.	Mathematical Skills                   			
Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's.  Ability to perform these operations using units of American money and weight measurement, volume, and distance.
5.	Reasoning Ability                   			
Ability to apply common sense understanding to carry out detailed and involved written or oral instructions.  
6.	Computer Skills
To perform this job successfully, an individual should have general knowledge of a personal computer, Windows, Microsoft Word and Excel, the Internet and email software.  In addition an individual should be able to operate various office machines.
7.	Training:  Continually participate in additional training related to job as requested by supervisor or 	C-Level Executives.
· Must attend training and/or conferences that may require overnight out-of-town travel for up to one week.
· Must attend a minimum of 15 clock hours of professional development per year.
· Must maintain current First Aid and CPR certification, as applicable.
· Must maintain individual Professional Development Plan.
· Ability to apply new techniques of staff training, knowledge of human behavior and behavior modification.
8.	Physical Demands 
· The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· While performing the duties of this job, the employee is regularly required to talk or hear. The employee is frequently required to stand; walk; sit and stoop, kneel, crouch, or crawl. The employee must frequently lift and/or move 10-30 pounds, and occasionally 50 pounds. 
9.	Work Environment 
· The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· While performing the duties of this job, the employee is regularly exposed to outside weather conditions.  The noise level in the work environment is usually moderate.


I have read the duties set forth in the above job description and understand that the failure to fulfill such duties may result in my termination of employment with this agency.  I understand that Arkansas Early Learning, Inc. is an “at will’ employer.

Signature: __________________________________________   		Date: ________________

I hereby agree that I will be on call for work according to employment security division standards during any program layoff.

Signature: __________________________________________  		Date: ________________


