
JOB DESCRIPTION 

 

JOB TITLE: Human Resources Manager 

 

DEPARTMENT: Human Resources  

 

REPORTS TO: Chief Executive Officer 

 
POSITION OVERVIEW: 
The Human Resource Manager will lead and direct the routine functions of the Human 
Resources (H.R.) department including but not limited to hiring/firing, interviewing staff, 
administering pay, benefits, and leave, and enforcing company policies and practices. 

 

DUTIES/RESPONSIBILITIES: 
1. Recruits staff for any open positions within the organization. 
2. Recruits, interviews, hires/fires and trains new staff in the department.  
3. Ensures excellent customer service to all FHCCGLA employees, volunteers and 

interested candidates. 

4. Oversees the daily workflow of the H.R. department. 
5. Ensures that performance evaluations are conducted timely at 90-days of 

employment and annually thereafter by all supervisors.   
6. Handles discipline and termination of employees in accordance with company 

policy (e.g., ensuring appropriate documentation is obtained and retained on file, 
etc.).  

7. Assists in developing, updating & review as needed all FHCCGLA Policies & 
Procedures (P&P’s) applicable to H.R. (e.g., Credentialing, Employee related, 
etc.) (with input from other key personnel). 

8. In partnership with FHCCGLA’s leadership team, recommends & develops 
strategies to address workforce needs, through talent recruitment, training & 
retention strategies. 

9. Oversees the talent acquisition process, which includes recruitment efforts (e.g., 
Job Fairs, Postings, internal announcement of job openings, etc.), coordinating 
interviews, identified qualified candidates that meet the minimum qualifications as 
identified by the hiring supervisor , ensuring that qualified applicants references 
are verified and that former employment is verified (prior to being hired). 

10. Collaborates with departmental managers/supervisors to understand skills and 
competencies necessary for all openings. 

11. Ensures that all candidates interviewed for a specific position are formally notified 
of either a job offer or that the hiring supervisor has often to move forward with 
another candidate. 



12. Provides support and guidance to the H.R. support staff (e.g., H.R. Recruitment 

Assistant, H.R./Admin Clerk, volunteers, etc.). 

13. Provides support and guidance to FHCCGLA’s leadership, key management 
staff, and other employees when needed to ensure that complex and sensitive 
matters are addressed timely & appropriately to reduce liability and also maintain 
FHCCGLA’s high standards. 

14. Oversees employee disciplinary meetings, provides follow-up and problem 
resolution, terminations, and investigations in a professional manner by providing 
reasonable accommodations for confidentiality, fairly investigating purported 
allegations of wrongdoing, coaching/warning/ counseling and terminations. 

15. Undertakes continuous self-improvement, attending pertinent trainings, 

conference/seminars, in-services and educational classes to maintain 

competency skills and knowledge current for standards of care, effective 

practices and adherence to requirements (e.g., HRSA, OSHPD, etc.). 

16. Attends the following meetings/trainings: 

Mandatory Quarterly Staff Meeting/Trainings- Quarterly (Jan., Apr., Jul. & Oct.)- 
Responsible to report on H.R. related topics & present on topics such as 
Bullying, Workplace Violence, Safety, etc. 

Corporate Risk Management Meeting- Quarterly (Jan., Apr., Jul. & Oct.) 

Executive Committee Meeting- Bi-monthly. Meeting with FHCCGLA’s Leadership 
and key staff.  

17. Remains informed of: 

All applicable Policies & Procedures.  
18. Reviews and updates policies & procedures and practices to maintain compliant 

and support continuous improvement in both department efficiency and services 
provided. 

19. Analyzes trends in compensation and benefits; researches and proposes 

competitive base and incentive pay programs to ensure the organization attracts 

and retains top talent. 

20. Creates learning and development programs and initiatives that provide internal 
development opportunities for employees. 

21. Maintains compliance with federal, state, and local employment laws and 

regulations, and recommended best practices.  

22. Prepares reports by collecting, analyzing, and summarizing data and trends and 
reporting them into the Human Resources Information System (HRIS). 

23. Maintains all employee personnel records in compliance such as provider 
licenses (must be up-to-date), CPR, Performance Appraisals, etc.  

24. Provides H.R. administrative support as needed (e.g., correspondence, record 
keeping, file maintenance & standardization, HRIS timely and thorough data 
entry, etc.). 

25. Responsible to coordinate and administer (including tracking) employee benefit 
programs  including: 403(b) Retirement Plan, medical/dental/vision, life 



insurance, short-term disability, long-term disability, workers' compensation, 
leave of absence. 

26. Acts as liaison between employees and insurance providers to resolve benefit 
related problems and ensure effective utilization of plans and uphold positive 
employee relations. 

27. Responsible for following all agency safety and health standards, regulations, 
procedures, policies and practices. 

28. In partnership with FHCCGLA’s C.M.O., for all new and current practitioners 
initiates, coordinates and maintains records of all internal credentialing and for 
IPA’s.   

29. Assist in the maintenance of a comprehensive credentialing database and 
prepares reports and summaries as appropriate. 

30. Monitors provider profiles (e.g., to ensure licenses are current, National Provider 
Data Bank (NPDB- electronic information repository) is run every 6-months, etc.) 
and ensures that all staff vaccine records are on file or a declination for required 
vaccines . 

31. Acts as 2nd point of contact for all payroll matters. From time to time may be 
asked to assist in the process of payroll.  

32. Responsible for Claims Management Process/Activities; managing and 
processing FTCA claims. 

33. Prepares applicable educational material for all staff and management trainings.  

34. Oversees all aspects of FHCCGLA’s volunteer/internship program. 
35. Maintains knowledge of trends, best practices, regulatory changes in Federal, 

State & local employment laws & regulations, new technologies in human 
resources, talent management, and recommended best practices. 

36. All other duties as assigned. 

 

MINIMUM QUALIFICATIONS: 

1. Bachelor’s degree in Human Resources, Business Administration, or related 

field, required. 

2. A minimum of three years of Human Resource management experience, 

preferred. 

3. Must be bilingual in English and Spanish. 

4. FQHC experience, highly preferred. 

5. Motivation to take initiative to ensure all tasks performed are completed 

thoroughly, accurately and followed through accordingly s necessary. 

6. Effective oral and written communication skills and strong analytical and 

problem-solving skills. 

7. Knowledge of Paylocity time and labor, applicant tracking and HRIS. 

8. Proficient computer skills and experience in Microsoft Office - Proficient in MS 

Word, Excel, PowerPoint and database systems. 

9. Provide prioritization, attention to detail and maintain strong organizational skills. 



10. Ability to work well with others in a professional and team-oriented environment. 

11. Ability to multi-task, be flexible, ensure accuracy, and meet changing priorities in 

a fast-paced, high-workload environment. 

12. Access to automobile with valid California driver’s license and up-to-date state 

mandated automobile insurance. 

13. Exceptional knowledge of provider/staff credentialing requirements in an FQHC 

environment, employment laws, recruitment, benefits, training, compliance, 

safety and general HR practices. Specific knowledge may be required depending 

on area of assignment. 

14. Demonstrated ability to maintain good working relationships with employees, 

coworkers, and departments.  

15. Ability to defuse and deescalate issues and conduct conflict resolution. 

16. Intermediate project management skills, including ability to plan & prioritize 

projects/tasks, forecast time required, organize internal and external resources, 

and ensure projects meet deadlines. 

17. Work schedule may include evenings, overtime, and weekends as needed 

(salary position). 

18. Willingness to adapt to changes with regards to the agency’s growth and 

expansion. 

19. Exceptional level of knowledge of state and federal laws and regulations relating 

to Human Resources. 

20. Knowledge of the policies, procedures, and best practices relating to Human 

Resources. 

21. SHRM Certified Professional (SHRM-CP) or SHRM Senior Certified Professional 

(SHRM-CSP) recognition, highly desired (a comprehensive competency-based 

certifications for HR professionals). 

ADDITIONAL ELIGIBILITY REQUIREMENTS:  

Excellent interpersonal, negotiation, and conflict resolution skills. 

Excellent organizational skills and attention to detail. 

Ability to delegate tasks when appropriate and maintain oversight to ensure tasks 

are appropriately handled. 

Ability to act with integrity, professionalism, and confidentiality. 

Ability to relate to the public regardless of ethnic, religion and economic status 

Thorough knowledge of employment-related laws and regulations. 

Proficient with Microsoft Office Suite or related software. 

Proficiency with or the ability to quickly learn the organization’s HRIS and talent 

management systems. 



Prolonged periods of sitting at a desk and working on a computer. 

Must be able to lift 15 pounds at times.   

Must be able to access and navigate each department at the organization’s facilities.  

 

 


