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	Job Title: 
Department:
Reports to: 

	Human Resources Manager
Administration
Program Manager

	
Job Purpose 




Provide foundation, management and support of Human Resources for the Operations Manager, Executive Director and Board of Directors of Inclusions East.

	
Major Accountabilities



Development of the Human Resources Department
· Oversees the implementation of Human Resources programs. Identifies opportunities for improvement and resolves problems.
· Conducts a continuing study of all Human Resources policies, programs, and practices to keep management informed of new developments.
· Provides input and leadership for Human Resources strategic planning.
· Establishes HR departmental measurements that support the accomplishment of the company's strategic goals.
· Manages the preparation and maintenance of such reports as are necessary to carry out the functions of the department. 
· Prepares periodic reports for management, as necessary or requested, to track strategic goal accomplishment.
· Develops and administers programs, procedures, and guidelines to help align the workforce with the strategic goals of the company.
· Participates in executive, management, and company staff meetings and attends other meetings and seminars.
Employment
· Establishes and leads the standard recruiting and hiring practices and procedures necessary to recruit and hire a superior workforce.
· Serves as part of the interview team for finalists for positions.
· Sits on employee committees or meetings.





Training and Development
· Coordinates all Human Resources training programs once approved by Program Manager and/or Executive Director
· Provides necessary education and materials to managers and employees including workshops, manuals, employee handbooks, and standardized reports when appropriate.
· Leads the performance management system that includes performance development plans (PDPs).
· Establishes an in-house employee training system that addresses company training needs including training needs assessment, new employee onboarding or orientation and probationary check-in/reviews and discussions.
· Maintains employee training records.
Employee Relations
· Formulates and recommends Human Resources policies and objectives for the company on any topic associated with employee relations and employee rights.
· Partners with management to communicate Human Resources policies, procedures and programs.
· Determines and recommends employee relations practices necessary to establish a positive employer-employee relationship and promote a high level of employee morale and motivation. 
· Conducts periodic surveys to measure employee satisfaction and employee engagement.
· Conducts initial investigation when employee HR complaints or concerns are brought forth, advising Operations Manager.
· Reviews and provides guidance to management on long-standing performance issues with recommendations for continued support or employment terminations.
· Leads the implementation of company safety and health programs. Monitors the tracking of OHS-required data.
· Informs of benefits (Group, EAP, RRSP) during orientations and provides other benefits information affecting employees and their families. Provides required paperwork and direction for new employees
Law
· Leads company compliance with all existing governmental and labor legal and government reporting requirements. Maintains minimal company exposure to lawsuits.
· Directs the preparation of information requested or required for compliance with laws to inform Operations Manager / Executive Director. 
The Human Resources Manager assumes other responsibilities as assigned by the Operations Manager and/or Executive Director.


Human Resource Manager Requirements:
· Bachelor’s degree in Business Administration, Human Resources Management or a related field
· Proven experience in Human Resources responsibilities
· Knowledge of non-profit entities/programs supporting persons with an intellectual and/or dual disability 
· Knowledge of community and applicable contacts and resources are definite assets
· Strong abilities to problem solve and conflict resolution.  
· Professional/articulate communication – verbal, written, listening, two-way feedback
· Knowledgeable in Microsoft, Outlook and G-Suite Applications
· Self-motivated and directed
· Able to work independently or as part of a multi-service team
· Able to demonstrate effective time management 
· Able to formulate procedures and monitor outcomes and function effectively in an ambiguous or chaotic situation
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                                                                           Inclusions   East   Inc   PO   Box   563   56   Crescent   Lane,        Brudenell,   PE         Provide   foundation,   management   and   support   of   Human   Resources   for   the   Operations   Manager,   Executive   Director   and   Board   of   Directors   of   Inclusions   East.    

  Major   Accountabilities    

Development   of   the   Human   Resources   Department      Oversees   the   implementation   of   Human   Resources   programs .   Identifies   opportunities   for   improvement   and   resolves   problems.      Conducts   a   continuing   study   of   all   Human   Resources   policies,   programs,   and   practices   to   keep   management   informed   of   new   developments.      Provides   input   and   leadership   for   Human   Resources   strategic   planning .      Establishes   HR   departmental   measurements   that   support   the   accomplishment   of   the   company's   strategic   goals .      Manages   the   preparation   and   maintenance   of   such   reports   as   are   necessary   to   carry   out   the   functions   of   the   department.        Prepares   periodic   reports   for   management,   as   necessary   or   requested,   to   track   strategic   goal   accomplishment.      Develops   and   administers   programs,   procedures,   and   guidelines   to   help   align   the   workforce   with   the   strategic   goals   of   the   company.      Participates   in   executive,   management,   and   company   staff   meetings   and   attends   other   meetings   and   seminars.   Employment      Establishes   and   leads   the   standard   recruiting   and   hiring   practices   and   procedures   necessary   to   recruit   and   hire   a   superior   workforce .      S erves   as   part   of   the   interview   team   for   finalists   for   positions .      Sit s   on   employee   committees   or   meetings.          

Job   Title:     Department:   Reports   to:      Human   Resources   Manager   Administration   Program   Manager  

  Job   Purpose      

