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10399 Hwy 1, Shreveport, La. 71118

            Tel: (318) 524-1100
                  
Fax: (318) 524-1124


	Title:

Job Description – Human Resources Director
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Title:


Human Resources Director
Reports to:

CFO
Responsibilities:
Responsible for all Human Resources communications.  Help answer questions and inquiries about benefits, payroll, employee handbook, policies and procedures.  Act as the liaison between employees and Regions Insurance for the various insurance programs. Act as liaison between employees and John Hancock for the 401K program including all administrator duties.  Ensure all personnel files are current and complete. Act as liaison between managers and employees to resolve employee relations issues, including discipline, as required.  Manage workers compensation cases and issues, including any claim settlement.  Manage the recruitment process for exempt and nonexempt employees to assist managers in hiring activities.   Monitor and control any personnel issues in confidence.  .
Qualifications:
4 Year College degree required

10+ years experience in Human Resources, including SPHR certification



Knowledge of computers and software


Excellent communication, critical thinking, strong relationship management and problem solving skills
Special Training or Certifications:

Knowledge of employment and labor laws and regulations (ie. HIPAA, ADA, FMLA and reporting)
1 of 1

