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Our innovative and growing company is looking to fill the role of HR employee.
Thank you in advance for taking a look at the list of responsibilities and
qualifications. We look forward to reviewing your resume.

Responsibilities for HR employee

» Contributes to fastworks projects as a team member

e Establish collaborative and trusted relationships with key HR and Legal
stakeholders

e Provide basic HR policy interpretation to employees and managers on
requests escalated by the HR customer service team

» Route complex HR policy matters to HRBPs or other HR policy owners as
appropriate, recommending the proposed course of action

e Conduct employee and manager meetings relating to family friendly policy
information

e Conduct employee and manager meetings relating to leave requests (family
and unpaid leaves)

 Facilitate and administer the enrollment of employees in flexible work
arrangements, including conducting employee and manager meetings

e Provide documentation support for employee relations meetings, including
formal note taking

e Conduct interviews of departing employees and document accordingly

e Provide historical employee data and documents to Legal, Employee
Relations and HRBPs upon request

Qualifications for HR employee

e BA or equivalent and zero experience required
e 5 years+ experience in Employee Human Resource Management



expertise and other general HR activities
e Bachelor's degree with at least 4 years of experience in Human Resources
e OHR, HRDM experience
e Support HRBPs with reduction in force/redundancy actions



