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Chico Natural Foods Co-op Job Description 

Human Resource Coordinator 
Goal:
To ensure that CNFC employment practices and policies are exemplary; to oversee and implement all human resource activities at CNFC; to provide resources, training and expertise to the General Manager, managers and staff with respect to human relations and personnel issues and practices.
	Pay Group:
	Level V a
	FLSA Classification:
	Non-Exempt

	Department:
	Admin
	Reports To:
	General Manager

	Hours:
	Full time  (4-5days a week)

	Revision Date:
	2/6/12                     Position Created: 1/31/12  

	Approved By:
	LT 


Summary of Responsibilities:

Record Keeping, Benefit and Worker’s Compensation Administration; Recruitment, Hiring, Training and Development; Labor Relations and Performance Management; Participates in the Strategic Development of the Co-op. This position works closely with General Manager, Bookkeeper, and Management Team.
MINIMUM QUALIFICATIONS:

Education and Experience
· High School diploma or equivalence, some college coursework, preferred

· Human Resource experience – 2 years or equivalent experience

· Prior supervisory experience or experience leading groups

Skills and Abilities
· Excellent customer service skills

· Ability to work closely and cooperatively with others

· Familiarity with natural foods preferred; willingness to learn required

· Proficient computer skills including but not limited to: MS Word, Excel, databases

· Familiarity with payroll, human resource systems and record management preferred
· Professional presentation of self and Co-op products

· Keen organization skills and ability to create systems for common use

· Highly accurate, pays attention to details
· Demonstrated objectivity, neutrality, calmness under pressure
· Demonstrated ability to follow through on commitments
· Communications skills--good listener, gives clear instructions
· Regular, predictable attendance
· Willingness and ability to learn and grow to meet the changing requirements of the job

· Ability to work tactfully and give guidance to superiors with regards to policy adherence
ESSENTIAL JOB FUNCTIONS (% of time expected of this function):
Compliance with Employment Law (10%)
Keep abreast of employment law and use it to guide CNFC practices and policies related to recruiting, hiring, orientation and training, performance reviews, issues and corrective action, compensation, recognition, terminations, and other HR activities.
· Ensure that the CNFC’s human resource policies are current and practices are professional, fair and consistently applied (e.g. Corrective Action, Attendance, Compensation,etc)
· Advise GM when department-specific personnel policies and practices are not in alignment with CNFC policies and practices. 
· Work with the management team to keep the Employee Handbook and personal policies up-to-date with current practices and ensure that staff are promptly informed of policy changes

· Keep accurate, complete, up-to-date, secure records related to HR activities

· Assist General Manager in handling all grievance procedures, harassment claims and other investigations
Improving Human Relations (15%)
· Work toward improving human relations at the CNFC through excellent HR practices and training, and providing exemplary customer service to staff and customers
· Maintain appropriate and legal confidentiality at all times.  Serve as a confidential facilitator for addressing staff concerns by directing staff to the correct resolution channel(s).  Notify General Manager and/or CNFC's management team of any existing or potential conflicts. 
· Consult with and coach managers, assistant managers on personnel issues as they arise
· Provide advice, tools, inspiration and resources for individuals, teams and leaders seeking to improve communication skills in a variety of situations. 

· Provide ideas for team-building for team leaders and seek ways to do store-wide initiatives. 
· Oversee recognition program activities including: WOW Program; keep accurate and up to date records of WOW nominees and recipients and bulletin board. 
Performance Management  (15%)
· Working with managers, ensure that job descriptions are up-to-date, complete, accurate, aligned with the wage scale tiers of responsibility, and available to all staff
· Work with General Manager to ensure annual review of wage scale and compensation policy
· Develop systems and practices to ensure that timely, complete and professional performance evaluations occur following established policy 

· Oversee pay increase process and ensure that increases are aligned with the CNFC wage scale

· Oversee documentation of performance issues and consult with managers to recommend corrective action as needed in order to ensure established policy is followed consistently. 
Employee Development (10-25%)

· Provides coaching support to managers on supervisory skills , providing mentoring and support as needed, and coordinating with GM to focus on:

· Job descriptions

· Interviewing and hiring and training

· Job training and employee development

· Performance evaluation process

· Other skills as needed 

· Research and recommend outside training and development opportunities for staff
· Develop and ensure effective training programs for all staff are up to date and being implemented, including customer service training, department specific training etc. 

· Maintain and implement Customer Service Training program for all employees

Recruitment  (10%-25%)
Develop and/or refine, and oversee recruitment procedure to ensure that qualified applicants are hired following established policy, including:

· Develop sources, place ads and announcements

· Acknowledge all applicants in a timely manner, as appropriate
· Conduct initial screenings and interviews using established procedures

· Work with department managers as needed to develop interview questions and conduct interviews

· Assist department managers with reference checks as needed

· Maintain pool of current applicants for high turnover positions
· Keep application records organized and archived in order to meet legal requirements.

Benefits  and Worker’s Compensation Program (10%-15%)
· Oversee and implement CNFC benefits program

· Ensure all employees understand benefits available to them

· Facilitate enrollment processes for all benefits

· Act as Liaison with Workers' Compensation or other insurance claims.  Prepare, file and maintain claims. Maintain workplace injury files and OSHA log.  

Orientation (10%)

Develop and/or refine and oversee new employee orientation programs including:

· Orient new employees to the Co-op, its policies and procedures
· Ensure that W-4s, I-9s, and other paperwork is completed and filed in a timely fashion
· Enter new employees in store systems including: payroll system and time clock; timecards, mailboxes, name badges, staff lists (e.g. phone extensions), and so on
· Ensure all new employees receive all CS Training prior to 30 day check-in.

Other Duties (5%)
· Keep up-to-date on financial status of administration and the store as a whole
· Back-up for payroll, as needed

· Complete other duties as assigned.

General Staff Expectations

· Maintain a safe work environment (e.g. Guide staff on safer methods when asked, take steps to address hazards, reduce clutter) 
· Attend mandatory trainings and meetings

· Remain highly productive at all times
· Follow policies and procedures of CNFC
· Help to keep department equipment in working order. 

· Follow Customer Service Standards
· Follow teamwork guidelines 

· Communicate both written and verbally with all department staff, using the systems provided.  

· Proactively work to improve department and store performance, as well as the daily experience of customers and staff.  
· Develop a good working knowledge of all products in our store. 

· Develop knowledge about Co-ops, working members, services and membership at CNFC. 

· Maintain professional standards, i.e. punctuality, neatness, pleasant helpful manner. 
· Assist storewide when needed and/or requested by management.
SUPERVISION RESPONSIBILITIES: No Direct Reports; As a part of the management team is expected to coach staff on policies and procedures. 
PHYSICAL DEMANDS:

The physical effort typically applied in this job includes (all applicable boxes are checked):

	
	Lifting (25lbs)
	
	Pulling/Pushing
	X
	Repetitive hand movement
	
	Climbing

	
	Carrying
	
	Cold, Wet environment
	X
	Sitting for extended periods
	X
	Keying/typing

	
	Other (specify)
	
	
	
	
	
	


CONFIDENTIALITY: 
Due to the sensitive nature of the information dealt with, all job related information will be held in strictest confidence unless otherwise directed by the GM.

SPECIAL DRESS CODE EXPECTATIONS: Compliance with regular Co-op standards is acceptable.
ATTENDANCE:  Compliance with regular Co-op standards is acceptable. 
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