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Gutter Installation - HR Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [CEO]
Location: [INSERT LOCATION HERE]
1. Position Summary
The HR Manager plays a crucial role in recruiting, onboarding, and retaining skilled staff for our gutter installation company. By ensuring compliance with labor laws and fostering a positive company culture, this role directly impacts employee satisfaction and operational efficiency, ultimately contributing to the company's growth and reputation.
2. Essential Duties and Responsibilities
1. Develop and implement recruitment strategies to attract top talent in the gutter installation industry.
1. Oversee the onboarding process to ensure a smooth transition for new hires, using tools like BambooHR or similar.
1. Ensure compliance with all relevant labor laws and regulations to protect the company and its employees.
1. Foster a positive company culture through regular engagement initiatives and feedback mechanisms.
1. Maintain accurate employee records and manage HR systems effectively.
1. Coordinate training and development programs to enhance employee skills and career growth.
1. Manage employee relations and resolve conflicts to maintain a harmonious workplace.
1. Conduct regular audits of HR policies and procedures to ensure best practices.
1. Collaborate with management to align HR strategies with business goals.
3. Key Tasks / Daily Activities
1. Conduct daily reviews of job applications and coordinate interviews with hiring managers.
1. Facilitate weekly onboarding sessions for new employees.
1. Monitor compliance and update HR policies as necessary.
1. Conduct bi-weekly employee feedback sessions to gauge satisfaction and address concerns.
1. Prepare monthly reports on HR metrics and present findings to the executive team.
1. Organize quarterly team-building activities to strengthen company culture.
1. Provide ongoing support and guidance to employees regarding HR-related queries.
1. Update employee records and manage HR software systems daily.
1. Review and approve payroll in collaboration with the finance department.
4. Key Performance Indicators (KPIs)
1. Employee retention rate: ≥ 85% annually.
1. Time-to-fill open positions: ≤ 30 days.
1. Onboarding satisfaction score: ≥ 4.5/5.0.
1. Compliance audit pass rate: 100%.
1. Employee engagement score: ≥ 75% in internal surveys.
1. 30/60/90-day ramp expectations: Achieve 70% of KPIs by 30 days, 85% by 60 days, and full KPI targets by 90 days.
5. Required Qualifications and Skills
1. Bachelor's degree in Human Resources, Business Administration, or related field.
1. Minimum 3 years of HR management experience.
1. Proficiency in HR software such as BambooHR, ADP, or similar.
1. Strong understanding of labor laws and regulations.
1. Excellent communication and interpersonal skills.
1. Proven ability to manage multiple tasks and prioritize effectively.
1. Strong problem-solving and conflict resolution abilities.
6. Preferred Experience
1. Experience in the construction or home services industry.
1. SHRM-CP or PHR certification.
1. Experience with employee training and development programs.
1. Familiarity with performance management systems.
7. Physical Requirements
1. Ability to sit for extended periods while working at a computer.
1. Occasionally required to lift files or office supplies up to 20 pounds.
1. Travel to job sites as needed for employee engagement and compliance checks.
8. Work Environment and Schedule
1. Typical work hours are Monday to Friday, 8 AM to 5 PM.
1. Occasional evening or weekend work may be required for special events or projects.
1. Primarily office-based with occasional site visits.
9. Compensation and Benefits
1. Competitive salary based on experience, with performance bonuses tied to KPI achievements.
1. Payouts contingent on maintaining high quality standards (e.g., CSAT and low callbacks).
1. Benefits include health insurance, retirement plan, paid time off, and professional development opportunities.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we pride ourselves on accountability, craftsmanship, and customer delight. We are committed to creating a safe and inclusive environment where employees can grow and thrive. Join us in building a company that values integrity and excellence in every gutter installation project we undertake.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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