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Hospitals - Director of Human Resources
Company Name: [INSERT COMPANY NAME HERE]
Department: Human Resources
Reports to: Chief Executive Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
We're hiring a director of human resources to keep our hospital staffed and compliant. In a rural community, every open nursing or tech job matters, and housing, child care and drive time can decide whether someone says yes. You'll run recruiting, onboarding, license tracking, employee health, pay, benefits and employee relations for every department.
2. Essential Duties and Responsibilities
1. Recruit for every department, from nurses and techs to cooks and housekeepers, using job boards, schools, referrals and local events.
1. Verify licenses and certifications at hire and track renewals, using primary sources such as Nursys for nurses.
1. Run background checks under state law, and OIG and state Medicaid exclusion checks for employees and contractors [monthly].
1. Run employee health with the infection preventionist: TB screening, immunization records and respirator fit testing.
1. Manage pay scales, benefits enrollment and market pay reviews for hard-to-fill roles.
1. Handle employee relations, investigations, leave and accommodation requests under federal and state law.
1. Keep personnel files, I-9 forms and the OSHA 300 log ready for audits and surveys.
3. Key Tasks / Daily Activities
1. Review applicants and open positions with hiring managers, starting with nursing and night shifts.
1. Call candidates, schedule interviews and send offers.
1. Answer employee questions on pay, benefits, leave and schedules.
1. Check upcoming license, certification and BLS expirations, and follow up before they lapse.
1. Meet with managers on attendance, performance or conduct issues.
4. Key Performance Indicators (KPIs)
1. Time to fill for nursing roles: [your target].
1. First-year turnover: [your target].
1. Licenses and certifications current: [your target].
1. Agency and traveler spend: [your target].
1. Employee engagement score: [your target].
5. Required Qualifications and Skills
1. Bachelor's degree in human resources, business or a related field, or equal experience.
1. [5+] years of HR experience, including [2+] years in a hospital or other healthcare setting.
1. Working knowledge of FMLA, FLSA, ADA, EEO and state employment law.
1. Experience with license verification, exclusion screening and employee health records.
1. Discretion with confidential employee and medical information.
6. Preferred Experience
1. SHRM-CP, SHRM-SCP, PHR or SPHR certification.
1. Experience recruiting nurses and allied health staff in a rural market.
1. Experience with travel nurse and staffing agency contracts.
1. Experience with [your HRIS and payroll system].
7. Physical Requirements
1. Sit and work at a computer for much of the day.
1. Walk the hospital to meet staff on all shifts, and drive to schools and job fairs.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Hospital office, Monday through Friday: [hours].
1. Some early-morning or evening hours to meet night and weekend staff.
1. Local travel to schools, colleges and job fairs: [frequency].
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 director of human resources 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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