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New FULL TIME Position Available – Human Resource Manager.
Standard Occupational Description:
Plan, direct, and coordinate human resource management activities of an organization to maximize the strategic use of human resources and maintain functions such as employee compensation, recruitment, personnel policies, and regulatory compliance.

Functional Skills
Note: The technical and functional skills listed below are based on general occupational qualifications for Human Resources Managers commonly recognized by most employers.  Typically, you will not be required to have all of the skills listed to be a successful performer.  Recruitment and selection standards for an individual state job must be based on the specific knowledge, skills, and abilities for that job as indicated in the job announcement and job description in the Employee Work Profile
1. Motivating, developing, and directing people as they work, identifying the best people for the job. 

2. Communicating effectively in writing as appropriate for the needs of the audience. 

3. Talking to others to convey information effectively. 

4. Understanding written sentences and paragraphs in work related documents. 

5. Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times. 

6. Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems. 

7. Determining how a system should work and how changes in conditions, operations, and the environment will affect outcomes. 

8. Adjusting actions in relation to others' actions. 

9. Being aware of others' reactions and understanding why they react as they do.

The Ability to:

1. Read and understand information and ideas presented in writing. 

2. Listen to and understand information and ideas presented through spoken words and sentences. 

3. Communicate information and ideas in speaking so others will understand. 

4. Communicate information and ideas in writing so others will understand. 

5. Speak clearly so others can understand you. 

6. Apply general rules to specific problems to produce answers that make sense. 

7. Tell when something is wrong or is likely to go wrong. It does not involve solving the problem, only recognizing there is a problem. 

8. Combine pieces of information to form general rules or conclusions (includes finding a relationship among seemingly unrelated events). 

9. Shift back and forth between two or more activities or sources of information (such as speech, sounds, touch, or other sources). 

10. Concentrate on a task over a period of time without being distracted

Tasks
Note:  The following is a list of sample tasks typically performed by Human Resources Managers.  Employees in this occupation will not necessarily perform all of the tasks listed.  

1. Administer compensation, benefits and performance management systems, and safety and recreation programs. 

2. Advise managers on organizational policy matters such as equal employment opportunity and sexual harassment, and recommend needed changes. 

3. Allocate human resources, ensuring appropriate matches between personnel. 

4. Analyse statistical data and reports to identify and determine causes of personnel problems and develop recommendations for improvement of organization's personnel policies and practices. 

5. Analyse training needs to design employee development and health and safety programs. 

6. Conduct exit interviews to identify reasons for employee turnover. 

7. Develop, administer and evaluate applicant tests. 

8. Identify staff vacancies and recruit, interview and select applicants. 

9. Maintain records and compile statistical reports concerning personnel-related data such as hires, transfers, performance appraisals, and absenteeism rates. 

10. Negotiate bargaining agreements and help interpret labour contracts.

11. Facilitate change in organization to help transition all levels.

12. Forecast future staffing and organizational needs.

13. Develop new programs to attract and retain staff.
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· Possess a strong bias for action and a keen sense of urgency 

· Ability to analyse organizational behaviour as well as human behavioural characteristics and motivations 

· Self-confident and professionally tactful to be able to stand your ground and convictions in the face of opposing opinions 

· Interested in continuous learning 

· Display leadership qualities and behaviours 

· Strong analytical abilities and skills for rationalizing business concepts 

· Responsible for manpower recruitment of Different department, from preparing recruitment advertisement and sourcing employee from different Placement consultant to final selection. 

· Manpower planning, Performance Appraisal, Training, Formulation and Implementation of HR policies, Exposure to function of Personnel Department and have good communication skill.

