
First Community Credit Union

Position Description

04/01/2013
Title:
Human Resource Specialist

Reports To:
Human Resource Manager


Department:
Human Resources

Positions Supervised:
None

Status:
Non-Exempt
Location:
Jamestown
Closing:
Position Open Until Filled
Position Summary

The Human Resource (HR) Specialist is responsible for maintaining, and coordinating FCCU human resource programs or functions as assigned including:  recruitment, employee benefits, employee files and paperwork, HR intranet site, employee manual, and various tracking and reporting systems.  The Human Resource Specialist will have direct responsibility for some of these functions and in others will support and assist the Human Resource Manager through research, data and information preparation, and maintenance of various software systems. The Specialist reports to the Human Resource Manager.  The Human Resource Specialist must be able to work independently but actively with the Human Resource Manager to assure HR functions are performed in a complete and timely manner. 
Duties/Responsibilities 

The following duties are normal for this position, and are not to be construed as exclusive or all-inclusive and may be changed or modified as needed. Other duties may be required and assigned:

 Enthusiastically support the credit union’s focus on member sales and service.
 Responsible for coordination and maintenance of HR functions such as recruitment, benefits, payroll which is partnered with Accounting, and various software/data programs.
 Responsible for recruitment process:
a. Coordinate process with hiring manager

b. Advertise approved vacancies
c. Occasionally attend college or career/job fairs

d. Review and screen applications
 Complete the hiring process including background check, letters, and the new hire paperwork process.
 Maintain the HR Personnel Policy Manual; may research and write or rewrite policies for HR Manager approval.

 Update and maintain HR software such as Compease and Timeforce; coordinate with Accounting the maintenance and updating of Qqest payroll software; generate reports as needed; may back up payroll processing.
 Maintain all employee records including employee files, applicant files, payroll information, performance evaluations, etc.  Assure all required paperwork and documentation is receive for each personnel change including hiring, salary changes, disciplinary action, leaves of absence, and termination.

 Assure employees, with their hiring manager, complete employee benefit paperwork:

a. Enroll new employees; process changes in health insurance options, life insurance plans, etc.; and explain benefits as needed.

b. Offer COBRA as needed via our service provider.

c. Track FMLA and other type of benefit information as needed.
 Update and maintain HR software such as Compease; run reports or download data into Excel, for example, and create formulas to produce desired information.  Coordinate with Accounting the same using Timeforce and/or Qqest (payroll software).

 Research issues and topics as necessary preparing appropriate reports or data results in an accurate and effective report structure/format.

 Send and track yearly notices including Flex Spending Account and coordinate with Accounting for employee payroll deduction.
 Complete the revision and/or design documents, forms, or programs working with other staff and departments to accomplish.

 Maintain all appropriate records, statistics, and files.

 Prepare or assist in preparing training and presentation materials or logistics for training events; may occasionally present information or a topic to employees.
 Maintain current knowledge of credit union philosophy, plus all services and policies; and HR law and practices.
 Adhere to relevant state and federal regulations including Bank Secrecy Act and Office of Foreign Assets Control rulings.

 Adhere to all FCCU policies and related procedures.
 Maintain a professional and courteous attitude with all people, including fellow employees, members, management staff, board members and outside vendors.

 Maintain ongoing communication with supervisor, informing him/her of all pertinent problems, irregularities, new developments, changes and other important information within area of responsibility.

 Participate in continuing education as approved by supervisor.

 Follow all safety and security rules and regulations.

 Report to work at your scheduled time and maintain a neat and professional appearance.

 All other duties as assigned.    

Basic 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.

 A Bachelor’s degree in an applicable field is preferred. A minimum of 2 to 5 years of related experience is desired.  Substantial, related work experience may be considered in lieu of formal education.
 Work experience in or an ability to quickly learn about financial products and services.

 Strong PC skills in Microsoft Word and Excel and presentation software; use of on-line HR resources.

 Ability to analyze and gather data and information and present it in a clear, understandable manner with the ability to organize thoughts and written materials.
 Ability to perform mathematical and statistical functions sufficient to produce and understand reports and presentation materials using software such as Excel including creating formulas.
 Ability to work in a confidential manner and maintain confidentiality.

 Ability to build relationships.

 Good communication skills that ensure transfer of knowledge and information.

 Ability to effectively manage time and coordinate several projects at once.
 Ability to be a team player.  Accept instruction and keep an open mind. Strive to meet organizational goals and objectives as set by management.  Strive to promote a positive, professional and upbeat atmosphere in the credit Union.
 Ability to travel as required with possible overnight stay.

 Ability to maintain organization and meet deadlines.

 Work generally performed in an office setting with prolonged sitting, with occasional need to lift up to 20 lbs.
Location and Hours of Work
This position will be based in the Jamestown; however, occasional travel throughout North Dakota is required. The hours of this job are standard and related to the needs of the membership and business flow.  General hours are 8:00 – 5:00 Monday through Friday, although some overtime may be necessary.   Regular attendance is necessary to perform the duties and volume of work in this position.
Compensation

This is an hourly, nonexempt position; compensation will be based upon qualifications and performance relative to pre-established goals and objectives.

*****

The above statements are intended to describe the general nature and level of work being performed by people assigned to this job. They are not intended to be construed as an exhausted list of all duties, responsibilities, and skill required of personnel so classified. 
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