   UMFS 

   HR Manager, Full Time
UMFS is seeking a full time HR Manager to manage the Agency’s benefit programs and under limited supervision, perform complex employee benefit and human resources duties in accordance with Agency policies, procedures, and compliance regulations. This position has responsibilities in some or all of the following functional areas: employee benefits, employee relations, training, new hire orientation, document archival, and regulatory compliance. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Direct, administer, and evaluate programs to include enrollment, analysis, employee satisfaction, cost effectiveness, and need. Serve as the primary contact with providers including health, dental, group life, long-term disability, worker’s compensation, EAP, unemployment and 401(k) Plan. Implement new and renewed benefit programs; arranges and conducts employee information presentations and open enrollments. 

Function as the Agency’s FMLA administrator and coordinate with supervisors the FMLA process according to agency policy and federal regulation.

Manage Agency worker’s compensation claims, process year end report and assist with audit.

Assist/conduct new hire orientations, process required paperwork ensuring that all required employment documentation is completed by new employees. 

Administer 401(k) Plan, including staff orientation, enrollment, changes, terminations, hardship and loans. Consult with 401(k) Investment Committee regarding investments.
Conduct unemployment hearing with the assistance of former staff supervisor.
Function as an advisor for both employees and supervisors on human resources issues, benefits, pay and other staff concerns for all employees throughout the agency.

Complete background, DMV, and degree verifications as needed.

Prepare Agency’s Affirmative Action Plan.

Assist with social activities as assigned to the Human Resources Department.
Engage in positive, responsive, and effective customer service with internal and/or external customers.  

Process monthly premiums statements for all group insurance policies and maintains statistical data relative to premiums, claims, and costs. Resolve administrative problems with the carrier’s representative. 

Develop, generate, and analyze ongoing and ad-hoc special reports pertaining to employee personnel information and data, including but not limited to issues such as benefit costs, staffing levels/deployment, turnover, absenteeism, recruitment, applicant tracking, Affirmative Action/EEO, compensation, promotions, etc. 

Input and effectively maintain the data in the HRIS system.

Prepare government report PBGC, Schedule SSA; assists finance department in preparation of 401(k) match. Assist vendors with the preparation of Form 5500. 

Assist Vice President in the daily administration of other HR services as directed or assigned, including but not limited to recruitment and selection, contract negotiation and administration, affirmative action/EEO compliance, job classification, performance evaluations, and employee relations in accordance with compliance regulations and the overall objectives of the organization.

As directed, participate in the investigation and resolution of ongoing employee relations issues.
Maintain hard copy of employee personnel and medical files to ensure compliance with UMFS standards, state licensure and accreditation requirements.  Files correspondence and other written material as needed.

Oversee agency records management and retention program to ensure secure storage and maintain compliance with licensure standards.

Administer the Flexible Spending Plan by preparing check requests to vendors, communicating changes to payroll, reconciling balances with payroll and communicating open enrollment. 

Participates and conducts HR related trainings as needed.

Support recruiting process when needed.

Assign, distributes and track employee security cards. Troubleshoots employee access of security system

Update and maintain procedural workbook outlining Human Resource office duties and functions.

Perform all other duties as assigned.
EDUCATION and/or EXPERIENCE 

Bachelor's degree in Business, Human Resources or a related field or equivalent experience.  Minimum of three years progressively responsible human resources and benefit experience, knowledge of human resource systems, electronic spreadsheets, and quality improvement processes.  Knowledge of general benefits and HR laws, FMLA, ADA, and ERISA.  Excellent interpersonal skills. Good oral and written communications skills. Ability to understand and effectively use computers and other office equipment. PHR or SPHR certification preferred.

CERTIFICATES, LICENSES, REGISTRATIONS 

Valid drivers license with acceptable driving record and proof of auto insurance. PHR or SPHR certification preferred.

Apply online at www.umfs.org
EOE

