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Human Resources Director/Manager 

 
Reports To:   CEO     
FLSA Status:   Exempt   
Department:   HR 
 
The following 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, duties, and skills required of personnel so classified.   
 

SUMMARY 

The primary responsibility of the Director of Human Resources is to provide leadership and coordination of company Human 
Resource functions. Develop and implement corporate Human Resource strategy and programs. Employment for this position is 
conditioned upon successfully passing certain per-employment requirements. 

ESSENTIAL JOB FUNCTIONS 

 Create company recruitment and selection plan 

 Coordinate company equal opportunity programs  

 Create company training and development plans to meet personal, professional, and organizational needs of employees 

 Develop, design, and oversee compensation programs to ensure regulatory compliance and competitive wage and salary 
levels 

 Develop, design, and oversee company incentive strategy and programs 

 Direct the administration of benefit programs to include: health, retirement, death, disability, and unemployment. Evaluate 
and recommend improvements to benefit programs 

 Implement programs to build on the company’s culture of collaboration, cooperation, teamwork, engagement and 
empowerment 

 Develop close relationships with local and regional sources of labor (tech schools, veteran’s organizations, etc) and promote 
the benefits of employment with the company to the same  

 Collaborate with managers and monitor the individual goal setting process to increase productivity and performance   

 Implement programs to develop and enhance managerial and supervisory skills 

 Recommend and maintain an organizational structure and staffing levels to accomplish company goals and objectives 

 Continuously evaluate company culture and provide recommendations on changes to accomplish company goals and 
improve employee morale 

 Develop and integrate the company’s performance-based evaluation system 

 Develop and manage annual budgets for the human resources department and perform periodic cost and productivity 
analyses 

 Recommend and establish company human resource policies and procedures 

 Work with Senior Management to develop strategic goals for the company  

 Establish and implement short- and long-range HR departmental goals, objectives, policies, and operating procedures 

 Maintain confidentiality of all sensitive information 
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 Foster a positive working environment through employee relations activities and communication 

 Organize and work independently on multiple assigned tasks/projects and complete assignments within specified deadlines 

 Advise the company on employment statutes, rules, regulations and policies affecting team  
members 

 Evaluate and recommend human resource outsourcing opportunities and identify potential vendors 

 Focus on continuous improvement in all aspects of the job 

 Actively promote GLE’s vision, mission, and values with team members, outside vendors, and customers 

 Reports to work at the scheduled time and is seldom absent from work 

 Completes work in a timely, accurate and thorough manner 

 Maintains high level of customer service 

 Perform other duties as assigned 
 

EDUCATION/EXPERIENCE/COMPETENCIES 

 Bachelor’s degree in Human Resources or related field is required 

 PHR or SPHR certification is highly desired 

 5 to 7 years of experience in a generalist role, preferably in a management capacity   

 Experience in evaluating operations and procedures, recommending policy and procedure changes relating to human 
resources management 

 Experience in the administration of salary and benefit programs 

 Ability to motivate teams to achieve the highest levels of performance  

 Ability to participate in and facilitate group meetings. 

 Ability to assess training and development needs and provide recommendations to Senior Management 

 Effective oral and written communication skills, and excellent interpersonal skills 

 Must be able to communicate clearly in English 

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT: 

 This position operates mainly in an office environment. In the office, the employee will work on a personal computer 

 In the plant environment, team member will be required to adhere to all Safety requirements and may be exposed to noise, 
heat, and other elements both inside and outside 

 This position is largely self-directed and requires understanding of accounting and company policies, procedures, and values 

 Occasionally lifting weights of forty (40) pounds or less 

 Working on a PC while sitting for approximately 90% of the time 

Glacial Lakes Energy is an Equal Opportunity Employer (EOE). Qualified applicants are considered for employment without regard to 
age, race, color, religion, sex, national origin, sexual orientation, disability, veteran status or any other classification protected by 
law.    


