
General 

Job Title: Human Resource Manager 
Company: Wyman’s 
Reports to: Director of Human Resources 
 
 Job Purpose 
This position requires the HR Manager to be able to balance the completion of processes, along with the 
administration of human resource policies, programs and practices, including planning, organizing, 
developing, implementing, coordinating and directing.  Duties include formulating policies and 
procedures in conjunction with Corporate for the Human Resources Department and recommending 
policies and practices to management. 
Responsible for the smooth and profitable operation of a company’s Human Resources Department they 
also supervise and provide consultation to management on strategic staffing plans, compensation, 
benefits, training and development, budget, and labor relations.   
 
 Major Accountabilities 

 Researches, proposes, publishes and administers personnel policies. 

 Responsible for labor relations, provides advice and counsel on personnel issues. 

 Stays current on recent national and provincial case law changes and monitors labor law 
updates for changes that affect HR. 

 Prepares, recommends and maintains electronic records and procedures for controlling 
personnel transactions and reporting personnel data. 

 Designs PAF’s and directs the RIM program according to provincial standards and educates all 
departments on proper procedures. 

 Answers any questions and/or requests by the LSB, WCB, Service Canada and any government 
agencies affecting HR. 

 Manages classification programs, which includes classifying and reclassifying positions and role 
profiles. 

 Liaisons, coordinates & monitors the cost effectiveness of all benefits plans with the plan 
administrator.  Ensures all changes and procedures of the plan are followed.  

 Maintains compliance of plan documents and contracts of all benefit plans, including the 
paperwork associated with all plans, and any amendments required for continued plan 
investment.   

 Uses unbiased independent judgment to advise managers, supervisors, and staff on HR issues, 
practices, policies and labor laws including pending legislation regarding LSA, WCB and other 
significant governing bodies. 

 Administers and manages a company community service/donation program specific to PEI and 
aligned with our US operations. Strong skillset in community relations. 

 Administers company attendance and pay system, safety program, worker’s compensation 
claims handling and tracking, including data entry and processing for all areas. 

 Manages salary pool. 

 Conducts research, assimilates data and creates a wage/salary scale. 

 Collaborates and researches possible administrators upon renewal, confers with management 
regarding benefits costs, makes recommendation as to employer/employee cost sharing, 
performs open enrollment and benefit meetings and processes applications. 



 Prepares and manages a performance review program and directs the distribution of the forms 
to supervisory personnel.  Trains the leadership on how to best conduct performance reviews to 
obtain optimum performance by employees. 

 Develops and administers an effective recruitment program. 

 Coordinates recruitment efforts with hiring managers, coordinates interviews, accepts resumes 
and applications, leads the interview process and provides guidance with the final decision. 

 Conducts needs assessment, develops training curriculum and conducts training sessions on 
various HR topics. Conducts orientation programs.  Liaison’s with EFORCE and acts as 
administrator on the EFORCE file. 

 Finalizes year-end reconciliation audits and reports. 

 Finalizes all HR internal audits and approves necessary adjustments. 

 Collaborates and guides creation of company SOP’s. 

 Performs other duties as assigned and appropriate to the HR department. 
 
 
 Key Performance Indicators 
 
Feedback from colleagues and community 
Communication of services and interactions 
Rating review 
 
Competencies: 

 Analytical-the individual synthesizes complex or diverse information. 

 Conflict Resolution-the individual identifies and resolves problems in a timely manner and 
gathers and analyzes information skillfully using the interest exploring method. 

 Payroll Proficiency-the individual demonstrates competencies in payroll processing including 
entering changes in exemptions, insurance coverages, titles/department transfers, and all other 
aspects of payroll and benefit coordination. 

 Oral communication-the individual speaks clearly and persuasively in positive or negative 
situations, demonstrates group facilitation skills. 

 Collaboration-the individual collaborates work assignment, coaches’ employees to work 
independently, sets expectations and monitors delegated activities. 

 Leadership-the individual inspires and motivates others to perform well, accepts feedback from 
others. 

 Management Skills-The individual includes staff in planning, decision-making, facilitating and 
process improvement; makes self-available to staff; provides regular performance feedback; and 
develops aspired skillset and encourages growth. 

 Quality management-the individual looks for ways to improve and promote quality and 
demonstrates accuracy and thoroughness. 

 Decision Making-the individual displays willingness to make decisions, exhibits sound and 
accurate judgment and makes timely decisions. 

 Planning/Organizing-the individual prioritizes and plans work activities, uses time efficiently and 
develops realistic action plans. 

 Safety and security-the individual actively promotes and personally observes safety and security 
procedures, and uses equipment and materials properly. 
 

 



 Job Dimensions 
 
Number of Associates: 60-70 
Financial Responsibility: TBD 
(Budget, Cost, Sales, etc.) 
Impact on the Org: Efficient performance allows for the meeting of internal and external objectives  
   of clients/staff/community expectations.  Failure to meet these expectations  
   can lead to a breakdown of communication of all stake holders. 
 
 Background 
 
Education: 
 
Required: A university degree, majoring in Business, Psychology or Human Resources.  Training in 
conflict resolution, facilitation and a CHRP designation considered an asset.  Intermediate to Advanced 
skills of Microsoft Office Suite. 
 
2-5 years of previous work experience in a similar role.  Must possess strong abilities to problem solve 
and conflict resolution.  Must have positive communication abilities and good public relations skills. 
 
Experience: 
 
Candidates must be experienced in a leadership role.  Must have an ability to create, access and work 
with minimal support in a plant setting. 
 
Date of Issue: May 2019 
 
Employee Signature:___________________________________________Date:________________ 
 
Supervisor Signature:___________________________________________Date:________________ 


