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Job Title: Human Resources Coordinator
Classification: Salary/Exempt
Reports to: Human Resources Manager         

SUMMARY
The Human Resources Coordinator serves as the first point of contact for team members and applicants, providing exceptional customer service and support throughout the employee lifecycle. This role is responsible for coordinating recruiting efforts for hourly positions, assisting with onboarding activities, and fostering a positive employee experience through engagement initiatives.
The Human Resources Coordinator works closely with the Human Resources Manager and department leaders to attract and retain quality team members while assisting employees with questions, concerns, and HR-related needs. This position plays a key role in supporting Sargent Metal's culture by promoting the company's Purpose Statement and Core Values in every interaction.

DUTIES AND RESPONSIBILITIES
Primary Functions
· Serve as the first point of contact for team members regarding Human Resources questions, policies, procedures, benefits, and general employment matters. 
· Build positive relationships with team members by maintaining a visible and approachable presence throughout the facility. 
· Administer the company's timekeeping system for hourly team members, including reviewing timecards, correcting missed punches, processing time-off requests, maintaining attendance records, updating work schedules, and tracking attendance points. 
· Review and approve timecards for payroll processing and ensure timekeeping records are accurate and submitted on time. 
· Coordinate recruiting efforts for hourly positions, including posting job openings, screening applicants, scheduling interviews, and communicating with candidates throughout the hiring process. 
· Serve as the primary liaison with the company's staffing agency by coordinating temporary staffing needs, candidate placements, employee performance feedback, and direct hire conversions. 
· Coordinate pre-employment activities including background checks, drug screenings, employment verifications, and new hire paperwork. 
· Plan, coordinate, and facilitate New Hire Orientation and ensure a positive onboarding experience for new team members.
· Coordinate onboarding activities, required training assignments, and first-day preparations. 
· Conduct 30, 60, and 90-day follow-ups with new hires to support successful integration and retention. 
· Assist team members with benefit enrollment, qualifying life events, and routine benefits questions. 
· Coordinate employee engagement initiatives including recognition programs, appreciation events, wellness activities, company celebrations, and community involvement opportunities. 
· Maintain confidential personnel files and Human Resources records. 
· Prepare HR reports, correspondence, and other Human Resources documentation. 
· Ensure compliance with company policies and applicable federal and state employment laws. 
· Identify opportunities to improve the employee experience and make recommendations to the Human Resources Manager.

Secondary Functions
· Assist the Human Resources Manager with payroll preparation and other HR administrative projects. 
· Assist with benefits administration during open enrollment and qualifying life events as needed. 
· Assist the Safety Manager and Training Coordinator with documentation, training records, and employee communications. 
· Support special Human Resources projects and continuous improvement initiatives. 
· Perform other duties as assigned to support the Human Resources department and the overall success of the company.

QUALIFICATIONS
· High School diploma or equivalent required. 
· Associate's or Bachelor's degree in Human Resources, Business Administration, Communications, or a related field preferred. 
· One to three years of Human Resources, recruiting, administrative, or customer service experience preferred.
· Professional, approachable, and able to build trust with employees at all levels.
· Excellent organizational and time management skills.
· Ability to manage multiple priorities in a fast-paced manufacturing environment.
· High level of integrity and confidentiality.
Purpose Statement 
“We exist to provide opportunities for our team to THRIVE personally and professionally and join in helping our community.”

Core Values
1. Positive attitudes are contagious.
2. Success comes from humility, integrity, and hard work.
3. Always do the right thing. 
4. Strive for excellence in serving our customers, teammates, and community. 
5. Bias for action.
6. Honor God above all else. 

This job description is to outline the primary duties, qualifications, and job scope, but not be limited to the assigned responsibilities listed. It is our expectation that each team member offers their services whenever necessary to ensure the success of Sargent Metal.
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