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Posting Announcement
Human Resources Manager


Primary Responsibilities

· Develops and administers various human resources plans and procedures for all company personnel domestic and international.
· Plans and organizes various activities of the department. Participates in developing department goals, objectives, and systems.
· Annually updates job descriptions as necessary; conducts annual salary surveys; monitors performance evaluations program and revises as necessary.
· Develops recommends, and implements personnel policies and procedures; prepares and maintains handbook on policies and procedures; performs benefit administration to include annual re-evaluation of policies for cost effectiveness.
· Develops and maintain affirmative action program; files EEO-1 annually; maintains other records, reports, and logs to conform to EEO regulations.
· Maintains recruitment process and procedures for all exempt and nonexempt personnel, and maintains new-employee orientation program for domestic and international staff.
· Establishes and maintains department records and reports. Maintains company organization chart.
· Evaluates reports, decisions, and results of department in relation to established goals. Recommends new approaches, policies, and procedures to effect continual improvements in efficiency of department and services performed.
· Maintains compliance with federal and state regulations concerning employment.
· Performs other incidental and related duties as required and assigned.

Required Skills & Qualification

· Bachelor’s degree in business, human resources, or related field or equivalent combination of education and minimum of 4 years experience.
· Must have computer skills and ability to learn HRIS system.
· Strong analytical and problem solving skills.
· Superior verbal/written skills and presentation skills. Good punctuation, spelling, grammar and attention to detail a must.
· Strong interpersonal skills essential.
· Knowledge of COBRA, ERISA, FMLA and related state and federal regulation required.

Application Process:
Please submit an updated resume and cover letter by clicking on the following link, or by copying and pasting it into your browser: 

http://qed.devhire.devex.com/jobs/324605

Click on ‘Apply for this job’ and follow the application instructions. Applications submitted by other means will not be considered.  
Qualified candidates will be contacted with information on specific projects and opportunities. NO PHONE CALLS PLEASE. 
The QED Group, LLC is a growing international development consulting and management firm with practice areas in economic growth, democracy and governance, health, and knowledge management with experience in over 70 countries around the world. Please visit our website at www.qedgroupllc.com
The QED Group, LLC is an Equal Opportunity Employer. EEO/M/F/D/V 
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