ASSIST HEIGHTS
POSITION DESCRIPTION

DEPARTMENT: Human Resources POSITION: Director of Human Resources

GENERAL SUMMARY

The Director of Human Resources is responsible for the management and coordination of employment
practices, compensation and benefits programs, safety and wellness programs, performance management,
and regulatory compliance for Assisi Heights’ employees. Behavior will reflect the Mission of the Sisters
of St. Francis to ensure a homelike quality of life for the Sisters. Assure confidentiality at all times with
issues relating to residents, guests and fellow employees.

ESSENTIAL FUNCTIONS

Supervises, trains and provides guidance to the Human Resource staff in order to carry out the
functions and mission of the Human Resources department

Identifies legal requirements and government reporting regulations affecting human resources
functions and ensures policies, procedures and reporting are in compliance

Coordinates the human resource functions of the organization by monitoring and participating in all
aspects of recruitment and placement of personnel; administering compensation and benefits
programs and developing the performance appraisal system

Collaborates with the Corporate Treasurer regarding benefit provider contracts and State tax
jurisdictions

Provides education to employees regarding changes in compensation and benefits packages
Updates, maintains the Employee Handbook and assists in educating staff regarding content and
updates

Processes and manages COBRA and MN Continuation offers for eligible employee events
Analyzes wage and salary data to determine competitive compensations programs

Administers compensation program to ensure compliance and equity within the organization
Collaborates with Co-chair of Safety committee on training programs for staff with subjects
including, but not limited to; infection control, safety, mandatory Occupational Safety and Health
Administration (OSHA) training

Collaborates with the Payroll & Benefits Coordinator in compliance with the Affordable Care Act
(ACA), balancing vendor invoice data with Paycom entries

Advises management in appropriate resolution of employee relations issues, insuring rights of the
individual and compliance with legal and governmental regulations

Manages and conducts employee workplace investigation

Administers discipline and termination of employees in accordance with policy and government
regulations

Plans and conducts new employee general orientation

Maintains accurate and current systems covering all aspects of record keeping in accordance with
state and federal guidelines

Collaborates with Corporate Treasurer in preparation of annual department budget and salary
budget for all departments

Maintains a current knowledge of employment law and related requirements

Supervises the timeliness and accuracy of payroll

Provides initial and on-going educational sessions for managers on topics with state and federal
regulations

Provides coaching relative to employment to managers and employees

Prepares reports for appropriate internal and external organizations and those requested by the

Corporate Treasurer and Director of Business Affairs
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(Essential Functions continued)
e Supervises the front desk staff and conducts monthly meetings
e Participates as a member of the Operations Team as a voice for the employees
e Audits keycard access reports for Sisters and Staff and manages float keycards for new hires and
lost cards

OTHER FUNCTIONS
e Supervises the storage and retention of the payroll, benefit and personnel documents
e Keeps abreast of new trends in HR development and related fields with membership and
participation in professional associations
e Participates in appropriate meetings and committees and collaborates with the Management Team
in other duties as assigned by the Corporate Treasurer

COMPETENCIES AND/OR SPECIAL REQUIREMENTS
e To perform the job successfully, an individual should demonstrate the following competencies:

Attendance/Punctuality Teamwork Dependability

Customer Service Safety and Security Motivation

Attention to Detail Problem Solving Efficiency

Friendliness Confidentiality Person Centered Living Philosophy

e Must pass a background investigation, including a criminal history investigation

QUALIFICATIONS
e Degree in Human Resource Management, Business Management or related field plus certification
from the Society of Human Resource Management (SHRM) as a Human Resources Generalist,
Professional in Human Resources (PHR) or Senior Professional in Human Resources (SPHR)
e Minimum of 3-5 years’ experience in Human Resource Management, or any similar combination of
education and experience
e Membership and participation in professional association
Knowledge and experience of computer operations, Microsoft (MS) software, and automated data
processing for payroll
Strong interpersonal and administrative skills
Strong skill in working with details with exceptional accuracy
Ability to communicate to various groups with excellent oral and written skills
Ability to manage department operation and compensation budgets
Ability to maintain a high level of confidentiality
Ability to recognize problem situations and to act accordingly to prevent adverse reactions
Ability to be a leader in planning and a resource to managers and their staffs

WORKING CONDITIIONS

e Standing, walking, bending, stooping, lifting, stretching, pushing, carrying, climbing, kneeling,
grabbing, auditory and visual acuity, color discrimination and manual dexterity required on a daily
basis.
Extended periods of working on a computer may be required.
Work requires a large extent of verbal communication.
Occasional travel may be required.
Variances from regular office hours may be necessary to fulfill the responsibilities of the position.
Objects occasionally required to be lifted, pushed, pulled and/or carried range from 5-10 Ibs.
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ACCOUNTABILITY: Reports to Corporate Treasurer

POSITION LEVEL: E-7

FLSA: Exempt

DATE UPDATED: February 2014, December 2017, August 2019, March 2021, April 2026

SIGNATURES:
The above statements are intended to describe the general nature and level of work required of this
position. This is not meant to be an exhaustive list of all responsibilities, duties and skills required.

Employee: Date:
Corporate: Date:
Treasurer
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