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Human Resources Supervisor
	A leader in the consumer products industry is seeking a Human Resources Supervisor with benefit administration and staffing experience.  We are seeking a professional and high-energy individual with excellent project management skills to support the HR Team for its manufacturing and distribution facility in Lumberton, NC.  

ESSENTIAL DUTIES AND RESPONSIBILITIES:


· Responsible for administrating policies and programs covering employment, wage and salary administration, personnel administration (records and reports), benefits and services.
· Process employment applications and assists in recruitment activities such as participating in job fairs, reviewing resumes, and setting up interviews

· Administer pre-employment tests including drug screens, background checks, and reference checks

· Schedule and coordinate new hire orientation including review and interpretation of company policies and procedures

· Issue badges and locker assignments

· Record employee information such as personal data, compensation, benefits, tax data, attendance, and termination date and reason

· Serves as liaison between manufacturing supervision and temporary staffing services.
· Respond to DSS, ESC, verification of employment requests

· Make arrangements for company sponsored events and visitors

· Administer company employee recognition programs including perfect attendance, birthdays, and anniversaries

· Assist in maintaining personnel information on HRIS including entering applicant information, new hires, and terminations   

· Work closely with Payroll personnel

· Maintain all hourly files

· Support open enrollment for insurance coverage: checks forms for completeness of data and signatures, answers questions, and explains coverage and co-payment information.  Ensures enrollment/changes on employee benefits are sent to related benefit provider.

· Relieve Front Desk Receptionist during breaks, vacations, and sick/personal days.

· Prepare packets used at new hire orientations.  Maintain packet inventory and order supplies when needed

· Update and maintain all company bulletin boards

· Recognize company’s attendance and tardiness standards, conforms to lunch schedules, and attends all required business functions

· Facilitate and/or provide training to the workforce

· Conduct exit interviews, analyze data and make recommendations to the management team for corrective action and continuous improvement
· Perform duties in compliance with company policies and procedures
· Promote a safe and healthy work environment on all company property to achieve the best working conditions for all employees and visitors
· Maintain regular and predictable attendance
· Perform other assignments as requested or as business needs require
EDUCATION AND/OR EXPERIENCE REQUIRED:

· Bachelor’s degree in business or related discipline with 3 – 5 years related experience or equivalent combination of education and experience including clerical and receptionist duties

· Excellent communication, organizational, and project management skills

· Good presentation, facilitation, and computer skills
· Ability to research and analyze various types of data information
· Interest in learning and developing HR and business skill set

· Bi-lingual is a plus
COMPUTER SKILLS:

Computer proficiency including Microsoft Word, Excel and Outlook; previous experience with HRIS preferred

Our company will offer a competitive salary and an extensive benefit package to the right candidate to include:

· Major medical/group health insurance to include vision & prescription card.

· Supplemental insurance to include dental, cancer, accident, short-term disability, and extra hospitalization.

· Credit Union.

· 401K program
· Educational reimbursement.

Mail, fax, or email your resume with salary requirements to:

Quickie Manufacturing

2880 Kenny Biggs Road

Lumberton, North Carolina 28358

Fax # 704 – 631 – 4797

Email to jhill@quickie.com
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