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Home Healthcare - 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 looking for an HR Manager to run hiring paperwork, compliance files, pay practices, and employee relations for a large workforce of aides, caregivers, nurses, and office staff. You'll keep every employee's credentials current, run onboarding and policies, and help leaders keep good caregivers from leaving.
2. Essential Duties and Responsibilities
1. Run onboarding checks as your state and payers require: background, registry, and federal exclusion checks, I-9 forms, health screenings, and license verification.
1. Track expiring licenses, CPR cards, health screenings, competency evaluations, and in-service training, and take anyone with a lapsed credential off the schedule.
1. Keep personnel files ready for state surveys and audits.
1. Set pay practices with the CFO that follow federal and state wage rules, including overtime and travel time between clients.
1. Handle employee relations, investigations, discipline, and terminations with managers.
1. Manage workers' compensation claims for injuries such as back strains, car accidents, and dog bites.
1. Lead the Recruiter and run retention efforts such as exit interviews, stay interviews, and caregiver recognition.
3. Key Tasks / Daily Activities
1. Process new hires and clear them to work once every check is back.
1. Answer caregiver questions about pay, schedules, and policies.
1. Review the credential expiration report and contact staff who are due.
1. Coach managers on attendance, performance, and documentation.
4. Key Performance Indicators (KPIs)
1. New hires cleared to work on time: [your target].
1. Staff with all credentials current: [your target].
1. Employee turnover by role: [your target].
1. Personnel file audit results: [your target].
1. Workers' compensation claims: [your target].
5. Required Qualifications and Skills
1. [4+] years of HR experience, including [2+] years in a lead or manager role.
1. Knows federal and state employment law, including wage-and-hour rules for home care workers.
1. Experience with background checks, I-9 forms, and credential tracking for licensed staff.
1. Comfortable with HR and payroll systems such as [your systems].
1. Keeps employee and health information confidential.
6. Preferred Experience
1. HR experience at a home health, home care, or other health care employer.
1. SHRM-CP, SHRM-SCP, PHR, or SPHR certification.
1. Experience with a workforce that is mostly part-time and in the field.
7. Physical Requirements
1. Office work at a computer for long periods, with frequent meetings.
1. Occasional travel to branch offices, and lifting files up to [15] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based in [office city], with regular travel to branches.
1. Regular hours: [Monday through Friday], with some evening or weekend orientations.
1. Called in for urgent employee issues, such as an injury on a visit or a safety incident in a client's home.
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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