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Human Resources Manager
Summary 
Manage the Human Resources and Safety functions, providing support to all employees in Lectrus’ Houston facility, including recruiting, hiring, training, employee relations, safety, benefits, payroll, and policy administration.

Responsibilities:
· Develop and place advertisements for employment in various venues including newspaper, internet, colleges, and placement agencies.
· Schedule and conduct interviews.

· Assess skills and experience of applicants, and work with managers to make employment decisions and determine appropriate pay rates.

· Coordinate hiring process including all pre-employment screening, new hire paperwork, and orientation.

· Attend career fairs and other employment and Human Resources related functions.

· Advise managers and employees on proper implementation of policies and procedures.

· Process changes to employee records on HR system.

· Maintain appropriate employment and other related files, in accordance with legal requirements.

· Administer employee benefits program including enrollment, changes, and claims administration. 

· Conduct training for Managers, Supervisors, and all employees on various HR topics including policies, benefits, and leadership skills.

· Oversee safety initiatives and programs, monitor and administer workers’ compensation claims.
· Coordinate and implement various wellness program and initiatives.
Qualifications:
· Bachelor’s Degree in Human Resources or related field, or 4 years of Human Resources Generalist experience.
· Two years recruiting and interviewing experience.
· Basic understanding of Employment Law and related regulations, such as FMLA, ADA, Civil Rights, etc.

· Detail Oriented.
· Must have exceptional presentation skills, and oral and written communication skills, with ability to clearly communicate ideas and action plans.  
· Advanced skills in Word, Excel and PowerPoint.
· Willing and able to travel occasionally.
Lectrus offers excellent benefits including medical, dental, vision, disability, life insurance, 401k, wellness programs including subsidized fitness center memberships, paid holidays and vacation.
 EOE
To apply: Please send resume and cover letter to:
rbeard@lectrus.com
