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CITY OF MENASHA
Position Description


Position Title:		Human Resources Coordinator
Department:			Administrative Services Department
Status:				Exempt
Position Reports To:		Administrative Services Director
Date of Description:		April 24, 2015
SUMMARY 

This professional staff position is responsible for, coordinates, and performs a variety of technical and administrative human resources activities for the City of Menasha, including its Utility Division, Menasha Utilities. Work is performed under the supervision of the Administrative Services Director.

ESSENTIAL FUNCTIONS to include the following:

· Coordinate recruitment process;
· Maintain HR Polices and makes recommendations for updating policies and procedures;
· Coordinate human resource planning, including professional development, performance management, and succession planning;
· Oversee and support the City’s payroll function;
· Administer employee benefits, including but not limited to:  health/dental/vision insurance, retirement, vacation, sick leave, Section 125, HSA;
· [bookmark: _GoBack]Coordinate training programs;
· Coordinate wellness activities and wellness committee;
· Prepare, reconcile, and submit required payroll and benefit reports;
· Reconcile and submit for payment all payroll and personnel invoices;
· Collect and compile HR data for various uses;
· Coordinate pre-employment and post-employment activities and documentation;
· Assist with employee discipline, union contract negotiations, and strategic planning activities;
· Assist with analyzing staffing requests and advise supervisors and department heads on logical assignment of duties;
· Administer COBRA and FMLA;
· Monitor worker’s compensation claims and coordinate return to work plans;
· Monitor unemployment compensation claims;
· Maintain personnel files and position descriptions; and
· Perform other duties as assigned.

POSITION REQUIREMENTS/QUALIFICATIONS

Requires a bachelor’s degree in human resources or related field, or equivalent, and three to five years of experience in human resources management, or a combination of training and experience which provides the follow knowledge, skills, and abilities:

· Thorough knowledge of:  job analysis, performance appraisal and planning, recruitment and selection, employment relations, classification and compensation, and training concepts and techniques; 
· Thorough knowledge of HR and payroll laws including AA/EEO, ADA, FMLA, FLSA and other professional standards, laws, and principles; 
· Well-developed speaking, writing, interpersonal, and decision making skills;
· Ability to conduct interviews;
· Ability to prepare and maintain accurate documents and reports;
· Skilled in the use of personal computers including extensive experience with Microsoft Office products;
· Ability to work with sensitive and confidential information on a regular basis;
· Ability to prepare and maintain accurate documents and reports;
· Working knowledge of accounting and budgeting practices; and
· Ability to establish and maintain effective communications with employees, elected officials, and the public in a courteous and tactful manner.

CERTIFICATES, LICENSES, REGISTRATIONS

· Valid State of Wisconsin driver’s license.
· Possession of Professional HR designations a plus. 

PHYSICAL DEMANDS

The physical demands described herein 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.

· Normal work hours are 8 am-4 pm; Availability and ability to work outside normal work hours is required.
· While performing the duties of this job, the employee is regularly required to sit, stand, walk and use both hands to handle, touch, grasp; reach with hands and arms, talk and hear.
· Specific vision abilities include close and distant vision, peripheral vision, depth perception, and ability to focus.
· Ability to lift 10 pounds on a regular/occasional basis.

FUNCTION OF POSITION DESCRIPTION

This position description has been prepared to define the general duties of the position, provide examples of work and to detail the required knowledge, skills and abilities as well as the acceptable experience and training for the position.  The description is not intended to limit or modify the right of any supervisor to assign, direct, and control the duties of employees under supervision.  The City of Menasha retains and reserves any and all rights to change, modify, amend, add to or delete from any portion of this description in its sole judgment.

This job description is not a contract for employment.

The City of Menasha is an equal opportunity employer, in compliance with the American Disabilities Act.  The City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
