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HVAC - HR Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief executive officer or chief operating officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for overseeing all human resource functions within the HVAC division to foster a productive and engaged workforce. Develop and implement recruitment strategies and training programs to meet the evolving needs of the organization. Ensure overall team well-being and compliance with regulatory standards, contributing to the operational excellence of HVAC services. Collaborate closely with senior management to support long-term strategic business goals.
2. Essential Duties and Responsibilities
1. Lead and manage the full cycle recruitment process, ensuring a diverse and talented candidate pool is maintained.
1. Develop, execute, and monitor comprehensive training programs tailored for HVAC technicians and support staff.
1. Manage employee relations, performance evaluations, and conflict resolution to maintain a positive workplace culture.
1. Implement HR policies and procedures consistent with legal requirements and company standards.
3. Key Tasks / Daily Activities
1. Oversee daily HR operations including employee onboarding, training sessions, and performance follow-ups.
1. Conduct regular team meetings to address challenges and provide ongoing staff development guidance.
1. Engage with department supervisors to identify staffing needs and support workforce planning.
1. Monitor and update HR records, ensuring accurate documentation of employee performance and compliance.
4. Key Performance Indicators (KPIs)
1. New Hire Retention Rate: >90%.
1. Employee Satisfaction Score: >4.5 out of 5.
1. Training Completion Rate: 100% within designated timeframes.
1. Time-to-Fill Open Positions: <45 days.
5. Required Qualifications and Skills
1. Bachelor’s degree in Human Resources, Business Administration, or a related field.
1. Minimum of 3 years’ experience in HR management preferably within the home services industry.
1. Excellent interpersonal, communication, and conflict resolution skills.
1. Proficiency in HRIS and Microsoft Office suite.
6. Preferred Experience
1. Experience working in the HVAC or broader home services industry.
1. Previous involvement in union or non-union work environments.
1. Demonstrated success in implementing HR policies in a technical field.
1. Familiarity with safety standards and regulatory requirements specific to HVAC operations.
7. Physical Requirements
1. Ability to sit or stand for extended periods during administrative tasks.
1. Occasionally required to lift or move up to 25 pounds for document management.
1. Regular review of work environment to ensure compliance with ergonomic standards.
1. Minimal physical exertion required in a predominantly office-based role.
8. Work Environment and Schedule
1. Standard working hours from 8:00 AM to 5:00 PM with occasional extended hours during peak operational periods.
1. Primarily office-based with occasional visits to job sites as needed.
1. Minimal travel expected, limited to regional meetings or training sessions.
1. On-call duties during unforeseen HR issues or urgent staffing needs.
9. Compensation and Benefits
1. Annual salary range: $65,000 - $85,000 based on experience and performance.
1. Performance-based bonus opportunities available.
1. Comprehensive benefits package including Health, Dental, Vision, and 401k.
1. Employee wellness programs and professional development opportunities available.
10. Company Culture and Overview
1. We nurture an environment where growth, collaboration, and innovation drive success; our HVAC division is a key component in providing exceptional home services to our community.
1. We value every team member’s contributions and invest in ongoing learning and development.
1. Our culture is built on transparency, inclusivity, and a strong commitment to customer satisfaction.
1. Join us to be part of a forward-thinking organization that truly cares about its employees and the communities we serve.
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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