JOB DESCRIPTION 
	Position:
	Human Resources Manager
	Department:
	General

	Reports to:
	VP Operations
	Location:
	Mandaluyong City

	

	Primary Function

	The Human Resources Manager is responsible for promoting the Company values and culture, all activities related to recruitment and selection, communication, employee benefits, employee relations, training & development as well as health and safety. 


	Responsibilities

	· Act as a resource for managers, supervisors and plant personnel on policies, procedures and practices pertaining to human resources, benefits and safety.

· Champion the company culture to all levels of employees.

· Facilitate the internal posting process; conduct external recruitment (place ads, screen applications, conduct interviews; assist supervisors and management in the coordination of safety and quality assurance training.

· Ensure supervisors and plant personnel report all claims to the insurance carrier, act as liaison between employee, medical provider/or carrier to ensure smooth management of claims.

· Participate and/or assist supervisors and managers in employee coaching, disciplinary actions and investigations to assure fairness, consistency and adherence to Company culture and policy.

· Perform various administrative duties related to human resources (i.e. insurance documents, help with wage administration, maintain personnel files, etc)

· Provide coaching and guidance to the business units by advising in areas of Labour Relations and Employment Standards.

· Perform miscellaneous duties and responsibilities as deemed necessary. 



	Qualifications and Experience

	· A degree/diploma in Human Resources Management or related field.

· 3 – 5 years experience in related field.

· Dependable and team oriented with a history of being able to work independently.

· Strong communication, interpersonal and analytical skills.

· Proficient with Microsoft Excel and Word




