
 

Job Description 

Date:  January 31, 2024 

Title:  Human Resources Manager  Reports To:  VP, Human Resources & General Affairs 

Classification: Exempt    Grade: 17E 

____________________________________________________________________________________ 

Position Summary 

Human Resource Manager Job Purpose: Maintains and enhances the organization's human resources 

by planning, implementing, and evaluating employee relations and human resources policies, programs, 

and practices. 

Essential Functions:  

 Maintains the work structure by updating job requirements and job descriptions for all positions. 

 Maintains organization staff by establishing a recruiting, testing, and interviewing program; 
counseling managers on candidate selection; conducting and analyzing exit interviews; 
recommending changes. 

 Prepares employees for assignments by establishing and conducting orientation and training 
programs. 

 Maintains a pay plan by conducting periodic pay surveys; scheduling and conducting job 
evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; 
recommending, planning, and implementing pay structure revisions. 

 Ensures planning, monitoring, and appraisal of employee work results by training managers to 
coach and discipline employees; scheduling management conferences with employees; hearing 
and resolving employee grievances; counseling employees and supervisors. 

 Maintains employee benefits programs and informs employees of benefits by studying and 
assessing benefit needs and trends; recommending benefit programs to management; directing 
the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit 
contracts; designing and conducting educational programs on benefit programs. 

 Ensures legal compliance by monitoring and implementing applicable human resource federal and 
state requirements; conducting investigations; maintaining records; representing the organization 
at hearings. 

 Maintains management guidelines by preparing, updating, and recommending human resource 
policies and procedures. 

 Maintains historical human resource records by designing a filing and retrieval system; keeping 
past and current records. 

 Maintains professional and technical knowledge by attending educational workshops; reviewing 
professional publications; establishing personal networks; participating in professional societies. 

 Completes human resource operational requirements by scheduling and assigning employees; 
following up on work results. 

 Maintains human resource staff by recruiting, selecting, orienting, and training employees. 



 

 Maintains human resource staff job results by counseling and disciplining employees; planning, 
monitoring, and appraising job results. 

 Contributes to team effort by accomplishing related results as needed. 

Knowledge/Skills/Abilities 
  

 Hiring, Human Resources Management, Benefits Administration, Performance Management, 
Communication Processes, Compensation and Wage Structure, Supports Diversity, Classifying 
Employees, Employment Law 

 Bachelor’s degree in Human Resources or related field of study.  PHR or SPHR certification a plus  

 Eight (8) to ten (10) years’ of Human Resources experience 

Work Environment 

This job operates in a professional office environment. This role routinely uses standard office equipment 

such as computers, phones, photocopiers, filing cabinets and fax machines. 

Physical Demands 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. 

Ability to meet the following physical demands:  

o Climb 5-10 flights of stairs  
o Climb ladders  
o Wear PPE (hard hat, safety glasses, hear protection, safety shoes)  
o Walk on rough surfaces without assistance  

Position Type/Expected Hours of Work 

This is a full-time position. Days and hours of work are Monday through Friday, 8:00 a.m. to 5 p.m. 

Travel 

Limited travel is expected for this position. 

Work Authorization/Security Clearance (if applicable) 

N/A  

AAP/EEO Statement 

OCI Alabama provides equal employment opportunities (EEO) to all employees and applicants for 

employment without regard to race, color, religion, gender, sexual orientation, gender identity or 

expression, national origin, age, disability, genetic information, marital status, amnesty, or status as a 

covered veteran in accordance with applicable federal, state and local laws. OCI Alabama complies with 

applicable state and local laws governing non-discrimination in employment in every location in which the 

company has facilities.  



 

Other Duties 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, 

duties or responsibilities that are required of the employee for this job. Duties, responsibilities and 

activities may change at any time with or without notice. 

Signatures 

This job description has been approved by all levels of management: 

Manager____________________________________________________ 

HR_________________________________________________________ 

Employee signature below constitutes employee's understanding of the requirements, essential functions 

and duties of the position. 

Employee__________________________________ Date_____________ 


