Narragansett Bay Commission (NBC)

V A C A N C Y    N O T I C E     
Title of Position:
Human Resources Manager

Reference Position No.  
HR007




Salary Range:  Grade 11 /  $72,453.50 - $119,548.28

Application Period:   10/18/2021 to 11/1/2021

Division--Section—Unit: 

Administration / Human Resources






Shift and Days:
Monday - Friday   8:00 AM to 4:30 PM



Location:
Providence

Restrictions/Limitations 
none










Position Covered By Collective Bargaining Union Agreement   
Yes 


No 

X

DUTIES/RESPONSIBILITIES:  
This position is responsible for the management of the human resources (HR) function including employee benefits, workers’ compensation, hiring and recruitment, unemployment, salary actions, employee training and education, establishing and maintaining related policies and procedures, employee and labor relations, and ensuring compliance with applicable federal and state laws. Develops, implements and maintains HR policies and procedures including, but not limited to, employee leave and benefits, hiring, salary changes, COBRA and HIPAA. Acts as the liaison between the Narragansett Bay Commission (NBC) and benefit providers in order to effectively administer NBC’s employee benefit programs. The incumbent is also responsible for researching, evaluating and implementing new benefits. Responsible for the administration of employee benefits including record-keeping, updating the HR database, monthly benefits accounting and reconciliations, and employee enrollment, eligibility, and coverage. In conjunction with supervisors, ensures that HR activities are in compliance with applicable federal and state laws and regulatory requirements, such as COBRA, FMLA, EGTTRA, etc. Responsible for overseeing employee and labor relations.  Develops and reviews proposals for negotiations, ensures adherence to union contracts, manages union relations matters, and provides oversight to the leave administration process.  Accountable for providing leadership and direction for the company’s employment and labor relations strategies, including advising senior, middle, and first-line management on employment and labor relations issues that impact NBC, diplomatically resolving workplace interpersonal/organizational conflicts, and maintaining proactive employee/labor relations. Manages the maintenance of accurate employee records regarding hiring, termination, and transfer of employees in accordance with NBC’s Affirmative Action Plan. Provides oversight to various HR initiatives, forecasts and administers the annual HR departmental budget, and provides HR reporting and metrics to the Board, as needed. Responsible for the development and implementation of a Talent Management Program including: Talent Acquisition, On-Boarding, Compensation Management, Employee Development, Performance Management and Succession Planning. Perform other related duties as required and assigned. EDUCATION/EXPERIENCE/SPECIAL REQUIREMENTS:  The position requires ten or more years of experience in employment and recruiting, employee benefit administration, employee relations, labor relations/contract negotiation/contract administration, policies and procedure development, and/or payroll and a four-year degree in human resources management, labor relations, or related field; advanced degree preferred. SPHR or SHRM-CP certification a plus.  Must have practical experience in developing, implementing, and administering human resource, labor relations, and employee benefits programs.
Job Knowledge, Skills and Abilities: This position requires a thorough knowledge and understanding of human resources including applicable federal and state laws. Must possess and utilize strong interpersonal skills and have excellent written/verbal communication skills. Must effectively make decisions, effectively manage multi tasks/projects, can solve problems and demonstrate the utmost tact and discretion in handling confidential employee/management information. The incumbent must be proficient with computerized HR systems and be proficient in MS Word, Excel, and Power Point software programs.

The NBC requires vaccination against COVID-19 as a condition of employment, as well as continuing employment.
AMERICANS WITH DISABILITIES ACT (ADA) PROVISIONS:

· REASONABLE ACCOMMODATION:

If an applicant is unable to perform any essential job functions because of his/her disability but can achieve the required results by means of a REASONABLE ACCOMMODATION, then the individual shall not be considered unqualified for the position.

· MEDICAL INFORMATION:

Successful completion of a pre-placement physical examination and drug screen will be required after a conditional offer of employment has been made.
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Apply within the application period as shown on this announcement.  This Agency does not assume responsibility for applications sent through the mail.  NOTE:  The Narragansett Bay Commission union contracts allow a 3 day grace period for its members only.  Bureau of Criminal Identification background check will be performed after a

conditional offer of employment has been made.

SEND RESUME OR APPLICATION TO:
The Narragansett Bay Commission

Human Resources Office

One Service Road

Providence, RI  02905

TEL: 401-461-8848/ TTY (RI Relay Operator): 711
FAX:  401-461-2242

or e-mail hr@narrabay.com. E-mailed resumes must be in MS Word Format.

NBC IS AN EQUAL OPPORTUNITY EMPLOYER

