UAMS

OFFICE OF HUMAN RESOURCES

Job Description

Job Title:            Manager, Compensation & Recruitment


Department:       Human Resources
Reports to:           Human Resources Director, Compensation and Recruitment

    

Job Summary:

Manages the recruitment and classification function for exempt and non-exempt positions.  Responsibilities include supervising compensation/recruitment staff, analyzing jobs, conducting salary surveys, and establishing career ladders and job evaluations and monitoring and supervising the recruitment function.. 

This position works under the general direction of Director of Recruiting and Classification & Compensation.

Essential Job Functions:

· Independently plans and prioritizes both long and short-term projects in the areas of compensation and recruitment..

· Conducts job audits and job analysis using accepted data collection and job evaluation procedures to determine appropriate salary and classifications levels  (titles) according to institutional guidelines.

· Research and analyze information and prepare reports explaining findings and recommendation. 

· Analyzes institutional compensation practices in relation to prevailing rates for similar jobs in comparable industries or geographic areas and recommends changes as appropriate to establish and maintain competitive rates.

· Reviews salary requests that are outside institutional guidelines and recommends appropriate levels for implementation

· Conducts benchmarking surveys with comparable industries to develop more effective methods of managing in the areas of compensation and employment.

· Recommends program initiatives to enhance recruitment of quality candidate for the institution
· Works with managers to identify personnel requirements, market challenges and items related to the recruitment  and hiring process
· Performs supervisory functions including planning, organizing , directing, evaluating, training and disciplinary action for assigned staff. 

· Plans and directs activities of staff in carrying out recruitment and compensation functions.
· Managing the drug testing process to ensure compliance with established policy and procedure. 

· Ensures compliance with all regulatory, federal, sate and local employment regulations

· Sets priorities and schedules projects to ensure that objectives are met

· Other related duties as assigned.

Typical Mental Demands:

Must be able to resolve problems, handle conflict and make effective decisions under pressure.  Must be able to communicate and interact with people at all levels in the University.  Must be able to handle diverse work problems on a daily basis and bring them to a successful resolution.

Equipment to be used:

Must be able to operate the computer and other office equipment such as fax, calculator, telephone etc.

Supervisory Responsibilities:

Supervises assigned professional and/or administrative support staff. Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include, interviewing,, hiring and training employees,  planning, assigning and directing work.  Appraising performance, rewarding and disciplining employees.
Required Knowledge, Skills and Abilities:

Considerable knowledge of personnel administration including job analysis, classification, job evaluation, and compensation and recruitment.
Knowledge of relevant state and federal laws, statues, regulations, guidelines and procedures

Knowledge of laws related to fair employment practices.

Knowledge of computer fundamentals and software, including word processing and spreadsheet software.

Ability to identify and analyze relevant organizations, staffing and management development needs.

Ability to supervise staff

Ability to write reports business correspondence and procedure manuals.

Ability to effectively present information and respond to questions from groups of managers, clients, customers and the general public.

Ability to collect and analyze diverse data

Ability to communicate effectively both orally and in writing.

Minimum Qualifications 

A bachelor’s degree in Human Resources, Business Administration or a related field; plus 5 years of professional experience in classification, job evaluation compensation and administration in the field of Human Resources management.  

Proficiency in Microsoft Office preferred.  Must be able to handle multiple projects and work in a fast-paced organization.  SPHR and CCP preferred
Notice:
This description is a general stamen of required major duties and responsibilities performed on a regular and continuous basis.  The above description does not include all essential and nonessential duties of the job.  It does not exclude other duties as assigned.

_____________________________

___________________________________

Supervisor’s Signature and Date   


Employee’s Signature and Date

 Page 2 of 2

Page 1 of 2

