Goodwill

NAME:

goodwill

Introductory Job Description Annual Performance Appraisal

JOB TITLE: Human Resources Manager

FLSA STATUS: Exempt

MISSION OF GOODWILL

Goodwill Industries of Northwest Ohio, Inc. is a nonprofit, 501c3 corporation whose mission is to assist individuals
with barriers to employment become self-sufficient through employment training and opportunities. Since 1933, we
have assisted thousands of individuals throughout Northwest Ohio to become economically independent.

ESSENTIAL DUTIES and RESPONSIBILITIES

Responsible for the development and implementation of staff development training and programs

Assist in maintaining orientation program by revising policies and changing format as needed.

Facilitates weekly orientation.

Assist with inputting new hire data and maintenance of HR database as needed.

Assist with the development of new policies and procedures for agency.

Coordinate enrollment and maintenance of employee benefits including, healthcare, vision, dental, RX,
403(b) and life insurance.

Maintain adequate agency staffing by coordinating the recruitment, placing adds, and

Benefits orientation of new employees.

Maintain confidentiality with regard to employee files and business information; responsible for
recordkeeping regarding hires, promotions, transfers, performance, reviews, discipline and separations.
Compile data and reports related to staffing, unemployment, worker’s compensation, separations, etc.
Analyze trends and make recommendations where needed.

Maintain HRIS data base by removing active employees and changing employees’ statuses.

Recommend strategies to improve corporate culture and employee relations; monitor culture through
surveys, program evaluations and other communications.

Review and recommend agency policies and procedures related to personnel management, health and
safety and other matters as required by federal and state laws.

Oversee performance evaluation process including annual and introductory periods for all employees.
Participate in employee disciplines and separations as requested.

With assistance of HR Director, represent Goodwill nationally, statewide and locally at meetings, hearings
and conferences pertinent to areas of responsibilities.

Responsible for new hire orientation for various positions including store management and professional
staff as needed.

Perform background checks when needed.

Maintain website information in employment opportunities section as well as employees corner.

Assist all employees with HR related question or issues.

Develops and maintain employee newsletter.

Coordinates Wellness Program activities including planning of events, speakers and publications.

Assist in all areas of safety including training, overseeing safety drills & tabletop exercises, safety audit
inspections & reporting, OSHA and DOL compliance & reporting, SDS maintenance and administration,
hazardous materials disposal enforcement, ensure Safety Manual updating and adherence, and Safety
Sector updating.

Reviews and approves all disciplinary actions ensuring consistency making changes when necessary.

Serve effectively as a member of the safety committee, attendance of safety meetings, audits, including
SCNWO safety breakfasts and safety seminars at local agencies.
Assist with the investigation and data gathering for EEOC and OCRC charges as needed



e Assist with the compliance of all locals, state, and federal regulations and laws including those
requirements of accreditation entities such as CARF.

e Effectively recruits including placing ads on job boards, newspapers and social media; and conducting
interviews (telephone, open sessions & job fairs) when appropriate.

e Responsible for HR & Safety forms administration, updating, filing and upkeep (1-9, W-4, PAF, etc.)

e Develop and maintain good working relationships with all departments.

e  Other responsibilities as assigned by the HR Director.

OCCASIONAL DUTIES OR SPECIAL ASSIGNMENTS:

Must work flexible hours and weekends. Travel for meetings and training as required

QUALIFICATIONS:

Bachelor’s Degree in Human Resources or related field or equivalent work experience.

Experience in developing organizational policies and procedures.

Understanding of workers’ compensation, unemployment, federal and state labor regulations, and law.
Good communication skills

Intermediate computer skills required.

agrwdE

SUPERVISOR’S TITLE: Human Resources/Safety Director

SUPERVISION EXERCISED: HR Clerk

Rate the employee on general measurable listed below by circling the appropriate number using the following

rating scale:

5 points Meets Expectations.

4 point Often Meets Expectations.

2 points Rarely Meets Expectations.

0 points Never Meets Expectations.

General Measurables Rating

1. Quality/Productivity- Thoroughness and acceptability of work 0 2 4 5
performed within a specific period of time

2. Job Knowledge- The practical/technical skills and information used on 0 2 4 5
the job.

3. Reliability- The extent to which an employee can be relied upon 0 2 4 5
regarding task completion and follow up with little or no supervision.

4. Availability- The extent to which an employee is punctual, observes 0 2 4 5
prescribed work breaks, meal periods and overall attendance.

5. Initiative- The extent to which an employee seeks out and/or proposes 0 2 4 5
new assignments and expands capabilities.

6. Adherence to Policy- The extent, to which an employee follows safety 0 2 4 5

rules, conducts rules and other regulation, including personal appearance
and housekeeping practices.

7. Interpersonal Relationships- The willingness and demonstrated abilityto | 0 2 4 5
cooperate, work, and communicate with coworkers, supervisors, and
subordinates and/or outside contacts.

8. Behavioral Patterns- The stability, courtesy and judgment demonstrated | 0 2 4 5
on the job.




Comments:
(Comments must be noted when an employee receives a rating of 1 or 2 on any item)

Did employee meet performance goals set for last year? Circle ( Yes No )

Employee goals for upcoming year: (Establish a minimum of 3 goals. Number in order of priority)

1.

Employee comments:

Scoring: Add the total of each score in both specific job requirements and general measurables and
divide by the maximum obtainable score to give a percentage.

2026 Merit Increase Scale
0-59% = no wage increase, 60%-69% = 1.0% wage increase, 70%-79% = 2.0%, 80%-89% = 3%,
90%-100%=4% wage increase).

(Total Score) divided by (Total Possible) = %

SUPERVISOR: DATE:




I acknowledge that this job description serves only as a guideline for the duties required of my position and reviews
only the major areas of my responsibilities.

EMPLOYEE: DATE:

REVISED 2020, 12/2021, 2022, 2/23, 4/24, 2/26



