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Cultural Attractions - HR Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Human Resources
Reports to: Chief Operating Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring an HR Manager for a staff that grows each spring and shrinks each fall. You hire and onboard seasonal and year-round staff, run background checks for anyone who works with children, keep policies and records current, and help managers with pay, performance, and safety.
2. Essential Duties and Responsibilities
1. Run hiring for year-round and seasonal roles, with a plan to fill seasonal jobs before opening day.
1. Handle onboarding: offer letters, Form I-9, tax forms, policy sign-offs, and first-day training.
1. Run background checks for staff who work with children, as your policy and state law require.
1. Track work permits and hour limits for teen staff under federal and state child labor rules.
1. Keep the handbook and job descriptions current, and guide managers on reviews, discipline, and terminations.
1. Manage workers' compensation claims and safety training with the COO, including heat illness, lifting, and [animal handling].
1. Work with the Volunteer Coordinator so paid staff don't volunteer to do their own jobs and volunteers don't replace paid roles.
3. Key Tasks / Daily Activities
1. Screen applicants, schedule interviews, and send offers for open roles.
1. Answer staff questions about pay, schedules, benefits, and time off.
1. Check new hires' paperwork and background checks before their first shift.
1. Send payroll changes to the Bookkeeper and check timecards for errors.
1. Coach a manager on a staff issue, a policy question, or a complaint.
4. Key Performance Indicators (KPIs)
1. Time to fill open roles: [your target].
1. Seasonal staff returning from last season: [your target].
1. New hires cleared before their first shift: [your target].
1. Early turnover among new hires: [your target].
1. Workplace injury rate: [your target].
5. Required Qualifications and Skills
1. Bachelor's degree in human resources, business, or a related field, or equivalent experience.
1. [4+] years in HR, including hiring and employee relations.
1. Working knowledge of federal and state wage, hour, and leave laws.
1. Experience with an HR or payroll system such as [your system].
1. Keeps personnel and medical records private.
6. Preferred Experience
1. HR experience at an attraction, camp, park, or other seasonal employer.
1. SHRM-CP, SHRM-SCP, or PHR certification.
1. Experience with a union contract, if your staff are represented.
1. Has written child protection policies for a camp, school, or youth-serving organization.
7. Physical Requirements
1. Mostly seated office work at a computer.
1. Walk the site to meet staff where they work.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time, on site, with weekday office hours.
1. Longer hours and weekend hiring events in the weeks before opening day.
1. Occasional early or late visits to meet staff on every shift.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new hr manager gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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