EASTERN OKLAHOMA MEDICAL CENTER 

Position Description

POSITION:  Human Resources Supervisor

        DATE:  04/2022
DEPARTMENT:  Human Resources 



________________________________________________________________________________

Position Summary:
Supervises all functions of Human Resources such as recruiting, staffing, salary administration, and/or benefit liaison functions.  Assists in developing and implementing policies and procedures for all aspects of human resource/personnel administration. Coordinates training, benefits, employee services, compensation, labor relations and other employee programs.  Ensures compliance with legal and corporate guidelines.  Assists HR manager. 
POSITION ACCOUNTABILITIES:

1.  Administer compensation, benefits and performance management and workmen's compensation systems.

2.  Work with department to identify staff vacancies, review applications, track applications and provide appropriate applications to department managers with staff vacancies. 

3.  Provide current and prospective employees with information about policies, job duties, working conditions, wages, opportunities for promotion and employee benefits. 

4.  Perform difficult staffing duties, including refereeing disputes, employee terminations, and administering 


disciplinary procedures. 

5. Maintain Human Resources Policies and Procedures, including annual review and new policies as needed. 

6. Advise managers on organizational policy matters such as equal employment opportunity and sexual harassment, FMLA, ADA, workplace violence, drug testing, etc.

7. Plan, conduct and oversee new employee orientation to foster positive attitude toward organizational objectives. 

8. Plan, direct, supervise and coordinate work activities of subordinates and staff relating to employment compensation, labor relations and employee relations. 

9.  Analyze training needs to design employee development and health and safety programs. 

10.  Oversee the maintaining of records, compilation of statistical reports concerning personnel related data such as hires, transfers, performance appraisals, and absenteeism rates. 

11.  Conduct exit interviews to identify reasons for employee termination.

12.  Investigate and report on industrial accidents for insurance carriers and participate in the Risk Management Committee.

13.  Represent organization at personnel related hearings and investigations. 

14.  Respond to all unemployment claims correspondence as well as represent organization in OESC unemployment hearings. 

15.  Prepare and follow budgets for Human Resources department. 

16.  Oversee the evaluation, classification and rating of occupations and job positions. 

17.  Develop and administer a process for meeting reporting requirements for the Affordable Care Act as it pertains 
to the organization. 

18.  Develop and/or administer special projects such as employee awards. 

19.  Plan and implement benefits programs for all employees. Plan and oversee open enrollment annually.
20. Perform all other related duties as assigned or directed by HR Manager.
POSITION QUALIFICATIONS: 
	Minimum Education
	Associate Degree or equivalent

education/experience in Human Resources preferred.

	Experience:
	Two years’ experience in a Human Resource environment preferred

	Required Courses/Training 
	N/A.

	Skills
	Computer and office equipment general knowledge.  Good communication, oral and written. Good working knowledge of Word and Excel.

	Physical Demands 
	Prolonged sitting. Subject to frequent interruptions. Lifts supplies/equipment up to 50 lbs.

	Working Conditions:
	Pleasant office environment. Dealing with people


Health Care Professional Acknowledgement:
I have reviewed my job description and agree to perform all duties mentioned to the best of my ability. I understand my job duties may change as the needs of the department change. I further agree to notify my immediate supervisor, if I am unable to complete any of my job duties in a timely manner.
The employee is expected to adhere to all agency policies and to act as a role model in adherence to agency policies.

The above statements are intended to describe the general nature and level of work being performed.  They are not intended to be construed as an exhaustive list of all responsibilities.

I have read, understood and had the opportunity to ask questions regarding this position description.

___________       ______________________                ______________________

Date                     Employee Signature                          Employee Printed Name
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