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Job Description

Human Resources Coordinator

Job Code:  1001011
Dept Code:  001
Part A – Job Summary

	Primary Purpose of Job
To assist in coordinating all human resource functions within a long-term care setting. 

	Essential Job Functions
May be responsible for performing the following according to Good Samaritan mission, facility standards, procedures and individualized resident care plans:

	A.
Employment Process:

	1.
Recruitment:
	coordinates recruitment and retention efforts for the facility

	2.
Selection:
	develops and maintains a centralized selection process that is complete for all employees; conducts screening interviews, background checks, including criminal histories and references are completed and logs information on the affirmative action plan

	3.
Employee Information: 
	assures that basic structure, forms and database information for employment process is up to date, relevant and accurate; personnel files are maintained and ensures employees have access to appropriate employment information 

	B.
Orientation and Training:

	1.
General Orientation:
	coordinates and conducts the general orientation process for new and transferred employees

	2.
Training:
	coordinates other training on HR-related issues and supervisory training

	C.
Employee Relations:

	1.
Employee Performance:
	coordinates and assists supervisors in preparing for performance appraisals and other supervisory functions to aid in employees’ development; trains employees on employment topics as needed

	2.
Advocacy:
	advocates for employees' interests, fairness and consistency; coordinates resources

	3.
Employee Motivation: 
	measures and works with others to increase employee satisfaction and morale

	D.
Compensation and Benefits:

	1.
Wages:
	oversees wages and assures accuracy and fairness

	2.
Benefits:
	assures all benefits are coordinated, offered and utilized appropriately, monitors leaves of absence, assures COBRA coverage is coordinated 

	E.
Risk Management:

	1.
Loss Prevention:
	coordinates activities promoting a safe work environment

	2.
Claims Coordination:
	coordinates filing, monitoring and closure of all workers' compensation, property and liability insurance claims 


	Essential Job Functions (continued):

	F.
Affirmative Action Plan:

	1.
Implement the AAP:
	develop goals and objectives, disseminate the EEO / AA Plan

	2.
Training and Orientation:
	conduct training for all employees, supervisors and managers on a yearly basis

	3.
Ensure Compliance of Policy / Procedure:
	ensure that EEO / AA policy is being followed; design audit and reporting systems that will measure effectiveness

	4.
Complete Necessary Paperwork:
	run reports, identify problem areas, file necessary paperwork on a timely basis as required by law

	G.
Resident Care:

	1.
Psychosocial Care:
	accommodates residents’ needs through responding appropriately to residents’ verbal/nonverbal expressions of needs

	2.
Spiritual Care:
	assures residents’ spiritual needs are met by willing employees (self or others)

	H.
Resident Rights:  assures training in the following areas:

	1.
Dignity / Privacy / Confidentiality:
	maintains residents’ self-esteem, privacy and confidentiality of personal information

	2.
Advocacy:
	assures resident rights are protected and that all residents, families / significant others are made aware of resident rights

	I.
Communication:

	1.
Monitor / Document:
	monitors and assures employee information and records are accurate and complete per regulations and GSS policy

	2.
Resident Status:
	observes and reports residents’ conditions to appropriate staff as needed

	3.
Cooperation:
	works with team members and other staff members in a helpful, respectful and courteous manner

	4.
Socialization:
	assists residents in meeting their social needs through interaction with staff, family and other residents

	5.
Customer Service:
	responds appropriately to staff's and residents’ requests for help and maintains positive relationships with residents’ friends and family members

	J.
Safety:
	maintains safe work practices and follows and models facility safety procedures

	K.
Infection Control:
	follows, models, and provides/assures training on infection control procedures

	L.
Department Administration:

	1.
Mission:
	demonstrates/encourages opportunities for carrying out mission

	2.
Manage Budget:
	formulates and works within annual budget

	3.
Quality Work Environment:
	acquires resources and means that promote a quality work environment

	4.
Quality Improvement:
	assists and participates in the QA/CQI process ensuring quality performance, conformance with regulations, standards and laws, and customer satisfaction

	5.
Innovation:
	keeps abreast of and implements new programs or practices

	6.
Leadership:
	accepts accountability for activities under direct control; plans and organizes work with and for department; exercises sound judgment and decision-making; promotes cooperative working relationships within and between departments


	Essential Job Functions (continued):

	M.
Other Basic Responsibilities:

	1.
Attendance:
	arrives on time for work and is ready to perform assigned tasks

	2.
Personal Hygiene / Appearance:
	meets facility hygiene and appearance standards

	3.
Time Management:
	prioritizes and completes work assignments within reasonable and agreed-upon timeframes

	4.
Conduct / Policies / Procedures:
	follows facility conduct standards and policies and procedures in such areas as quality assurance and personnel practices performing all work alcohol drug free

	5.
In-Service Training / Meetings:
	meets requirements for in-service training and meeting attendance per facility policy and state and federal requirements

	6.
Continuous Quality Improvement:
	actively participates and works to identify and improve quality and work outcomes individually and as part of a team

	7.
Technology Skills:
	seeks to learn and utilize appropriate equipment and trends in technology

	N.
Other:
	performs other related duties as assigned


	Minimum Hiring Requirements

Following are the minimum requirements to be hired into this job:

	1.
Knowledge:
	ability to communicate and comprehend; ability to communicate with and motivate employees with diverse ages and backgrounds; knowledge of state and federal employment laws and regulations is highly desired

	2.
Prior Experience:
	prior experience in Human Resources and/or working towards a degree in Human Resources or related field. 

	3.
Basic Abilities:
	ability to meet the physical and mental abilities of the job as outlined in Part B of the Job Description (Physical and Mental Abilities Profile). (Reasonable accommodation for qualified disabilities will be considered by the employer on an individual basis as provided under the Americans with Disabilities Act.)

ability to meet conditions of employment applicable to the facility

	4.
Special Abilities / Training:
	must be able to communicate with a diverse employee and resident population; must be self-motivated, extremely organized and have good planning abilities

	Acknowledgment
I have read and understand the essential job functions required for this job.  
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