
 
 

HUMAN RESOURCES MANAGER 

POSITION OVERVIEW The Human Resource Manager will lead, direct and evaluate the routine functions of the Human Resources (HR) 

department including manpower planning, recruitment and selection, pay, benefits, and leave administration, performance 

management, records management and enforcement of company policies and practices. The incumbent will provide comprehensive 

Human Resource services that support the achievement of business strategy and corporate objectives. He/she will provide training 

and coaching for managers on their people management skills and develop benchmarks for required organisational talent and skills. 

KEY RESPONSIBILITIES AND ACCOUNTABILITIES 

1. Partners with the leadership team to understand and execute the organizations human resource and talent strategy 

particularly as it relates to current and future talent needs, recruiting, retention, and succession planning.  

2. Assists in developing policies and procedures for the Human Resources Division. 

3. Provides support and guidance to HR generalists, management, and other staff when complex, specialised, and sensitive 

questions and issues arise; may be required to administer and execute routine tasks in delicate circumstances such as 

providing reasonable accommodations, investigating allegations of wrongdoing, and terminations.  

4. Manages the talent acquisition process, including recruitment, interviewing, and hiring of qualified job applicants, 

collaborates with departmental managers to understand skills and competencies required for openings.  

5. Analyses trends in compensation and benefits; researches and proposes competitive base and incentive pay programs to 

ensure the organisation attracts and retains top talent. 

6. Oversees employee disciplinary meetings, terminations, and investigations. 

7. Maintains compliance with employment laws and regulations and recommended best practices; reviews policies and 

practices to maintain compliance. 

8. Maintains knowledge of trends, best practices, regulatory changes, and new technologies in human resources, talent 

management, and employment law. 

9. Writes directives and / or convenes sessions with Departmental Managers advising of Company position on issues of 

employee benefits. 

10. Responds to and advises on inquiries regarding policies and procedures. 

11. Prepares employee separation notices and conducts, where convenient, exit interviews. 

12. Provides direction, technical support, coaching and counselling services to subordinates with a view to maximizing their 

contribution to the Division. 

13. Assists the Divisional Manager, Human Resources in achieving the Division’s objectives. 

KEY RESULT AREAS 

1. Contribute to the creation of a high performing organisation through the development and retention of talented staff.  

2. Develop the employees in the Divisions and maintain a harmonious environment for employees. 

3. Provide sound advice to managers and staff on people issues. 

4. Ensure effective HR administration processes.  

CORE COMPETENCIES 

1. Performance Management (Business Results, Accountability, Developing Others (Building Human Capital), Coaching for 

Results).  

2. Team Building (Collaboration, Leveraging Diversity, Conflict Resolution). 

3. Strategic Action (Work Organisation and Planning, Political Savvy, Customer Service, Problem Solving, 

Creativity/Innovation, Decisiveness). 

4. Communication (Information Sharing/Staff Meetings, Written, Verbal). 

5. Self-Management (Integrity/Honesty, Example Setting, Interpersonal Skills, Continual Learning, Resilience, 

Flexibility, Technical Credibility). 

6. Organisational Leadership (External Awareness, Vision, Strategic Thinking, Entrepreneurship). 



 
 

EXPERIENCE 

1. A minimum of five years progressive human resource management experience with at least 3 years’ experience 

in a senior HR management position. 

2. Experience in collective bargaining and other labour negotiations 

3. Experience working in a unionized environment 

4. Effective interactions with a wide range of stakeholders. 

5. Leading a high performing team. 

6. Human resource and performance management processes; developing and motivating employees to meet the 

organization's expectations for productivity, quality, continuous improvement and goal accomplishment. 

QUALIFICATIONS 

1. Required: BSc. Human Resource Management 

2. Certification in Labour Relations 

3. Desirable: Excellent computer and systems knowledge; strong literacy in Microsoft Office Suite (MS Word, Excel, 

PowerPoint 

 


