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Dental - HR Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Human Resources
Reports to: Chief Operating Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll run HR for our team of about [150 to 250] people across our dental practices and central office. You keep every clinical license and permit current, run onboarding and required training, advise practice managers on people issues, and keep policies in line with employment law. The Recruiter reports to you.
2. Essential Duties and Responsibilities
1. Keep a verified copy of every license, permit and certification on file, and recheck each one with the issuer at renewal.
1. Track renewal dates for dental and hygiene licenses, radiography and expanded functions permits, and CPR or BLS cards, and warn managers early.
1. Run onboarding: I-9, payroll setup with the Bookkeeper, handbook sign-off, and OSHA and HIPAA training.
1. Keep OSHA bloodborne pathogens training records, hepatitis B vaccine offers and declinations, and exposure incident follow-up.
1. Advise practice managers on coaching, discipline and terminations, and investigate complaints.
1. Manage leave, benefits enrollment, and wage and hour rules for hourly clinical and front office staff.
1. Keep the employee handbook and job descriptions current with your state's laws.
3. Key Tasks / Daily Activities
1. Answer practice managers' questions about attendance, schedules and team issues.
1. Check the credential tracker for licenses and certifications expiring soon.
1. Process new hires, job changes and separations.
1. Meet with the Recruiter on open roles and hiring priorities.
1. Follow up on exposure incidents and workplace injury reports.
4. Key Performance Indicators (KPIs)
1. Credentials renewed before they expire: [your target].
1. First-year turnover: [your target].
1. OSHA and HIPAA training completed on time: [your target].
1. Employee relations cases resolved: [your target].
1. Onboarding completed before the first shift: [your target].
5. Required Qualifications and Skills
1. Bachelor's degree in human resources, business or a related field, or equal experience.
1. [4+] years of HR experience, including [2+] years as the lead HR person for a multi-location business.
1. Working knowledge of federal and state employment law, wage and hour rules, and leave laws.
1. Has tracked licenses and certifications for a healthcare workforce.
1. Comfortable with [your HRIS and payroll system].
6. Preferred Experience
1. SHRM-CP, SHRM-SCP, PHR or SPHR certification.
1. HR experience in a dental, medical or other healthcare group.
1. Has supported HR through practice acquisitions.
1. Knows OSHA rules for dental offices.
7. Physical Requirements
1. Work at a computer and in meetings most of the day, with regular drives to practices.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Central office in [city], with regular practice visits.
1. Business hours [Monday through Friday].
1. Handles confidential employee and health information.
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.
Need help filling this role? HireBus posts the ad, Iris interviews every applicant by phone before you do, and you decide who to hire. Start hiring now: hirebus.com/hiring-audit · This template: hirebus.com/job-descriptions/dental/hr-manager
08b81b95bef320733cdc98c1631b0ac008b1bf6e.png
Iy
& Z
A Y Blueprint) n “ hirebus

Start hiring now «___» hirebus.com/hiring-audit





