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Human Resources Manager 
 

Reports To:  Director of Community Engagement & Innovation Department:  City Administration  
FLSA Classification: Non-Exempt Grade:  $60,000 - $65,000 

 
JOB SUMMARY:  

 
This position requires a HR generalist, with experience to support the City’s human resource 
management function. This position carries out responsibilities in the following functional areas: 
employee relations, talent development, performance management, safety, policy 
implementation, recruitment/employment, and employment law compliance.  
 

ESSENTIAL FUNCTIONS: (Majority of duties, but not meant to be all-inclusive nor prevent other duties from being assigned as necessary.) 

 
1. Manage daily HR activities for timely resolutions and assignment. 
2. Talent Acquisition: Work with departments to determine skills and resources needed. Manage and 

implement recruitment and onboarding processes. Including postings, review job descriptions, candidate 
management, and new hire selection. 

3. Employee Relations: provide coaching/counseling advice to managers and employees, and work to resolve 
employee relations issues effectively and quickly. Focus is on excellent customer service. Handle exit 
interviewing and processes. 

4. Talent Development: build out programs in performance management, training, and recognition. Challenge 
and counsel managers on organizational development and effectiveness. 

5. Compensation: contract negotiations, job descriptions, and management of workforce costs; including 
reporting and recommendations. 

6. Project and Process Improvement: prepare and update standard operating procedures, identify areas for 
improvement and efficiency, and focus on improved customer service.  

7. Safety and OSHA:  Maintain a healthy and safe work environment for all employees. Staff the Workplace 
Safety Committee. Manage, meet, and report on OSHA requirements and plans for improvement. 

8. Information Systems: Maintains human resource information system records and compiles reports.  
Analyze data and prepare recommendations.  

9. Compliance: Maintain compliance with federal, state, and local employment and benefits laws and 
regulations. 

10. Policies and Procedures: Assists in the development and implementation of personnel policies and 
procedures; including the employee handbook and the policies and procedures manual. 

11. Performs all other duties, at the discretion of management, as assigned. 
 

 KNOWLEDGE AND EXPERIENCE:  
(Minimum education, experience, technical and communication skill levels and licenses/certificates normally required to perform the duties of this position.) 

 
1. Bachelor’s degree, preferably in Human Resource Management or related field. Professional certification 

preferred. (ie. SHRM)  
2. Three to five years of experience to include: demonstrated proficiency in Federal and State laws; strong health and 

safety experience (OSHA compliance); and track record of continuous improvement.  
3. Working knowledge of benefits administration. 

 



City of South Burlington – City Administration 
Revised July 2018 

4. Ability to work effectively in teams and possess effective communication skills and proven project management 
skills. Must demonstrate critical attention to details and deadlines. 

5. Ability to adapt well to change and be self-motivated.  
6. Ability to project a friendly, upbeat and approachable personality. 
7. Ability to project a poised and professional appearance and demeanor. 
8. Experience with Microsoft Suite, databases, ADP software desired. 
9. Demonstrated ability to maintain confidentiality. 

 
WORKING CONDITIONS:  
(Typical working conditions associated with this type of work and environmental hazards, if any, that may be encountered in performing the duties of this position.) 

 
Internal- Work is normally performed in climate-controlled office environment, where exposure to conditions of 
extreme heat/cold, poor ventilation, fumes and gases is very limited. Noise level is moderate and includes sounds 
of normal office equipment (computers, telephones, etc.).  No known environmental hazards are encountered in 
normal performance of job duties.  
 
External- External work is limited.  No travel or extensive work outdoors is anticipated in this position. 
   

 
PHYSICAL DEMANDS:  
(The physical effort generally associated with this position.) 

 
Work involves standing and walking for brief periods of time, but most duties are performed from a seated 
position. There is potential for eyestrain from reading detailed materials and computer screen. Deadlines, 
workloads during peak periods and changing priorities may cause increased stress levels. Work may include 
occasional pushing, pulling, or carrying objects weighing of approximately 40 pounds such as files, documents, 
and some equipment. Work normally requires finger dexterity and eye-hand coordination to operate computer 
keyboards at a moderate skill level. Repetitive motion injuries may occur.  

 
  
SUPERVISED BY:  
     

Director of Community Engagement & Innovation 


	Human Resources Manager

