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Refrigeration Install & Service - 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 keep both branches staffed with technicians, installers and office staff in a trade where experienced refrigeration techs are scarce. You'll run hiring, onboarding, the apprentice program, certification tracking and injury claims, and the policies for on-call work, company vehicles and leave.
2. Essential Duties and Responsibilities
1. Run recruiting for technicians, installers, apprentices and office roles, including trade school partnerships and employee referrals.
1. Build onboarding for field staff: truck and tool checkout, safety training, refrigerant handling rules and a ride-along schedule.
1. Track each employee's EPA Section 608 certification, state licenses, driving record and safety training, and flag expirations.
1. Manage workers' compensation claims, return-to-work plans and OSHA injury and illness records.
1. Write and apply policies for on-call time, overtime, vehicle use and drug testing, following [your state's] rules.
1. Handle employee relations, investigations and performance documentation with managers.
3. Key Tasks / Daily Activities
1. Screen applicants and set up interviews with the Service Manager and Field Supervisor.
1. Answer manager questions about discipline, leave and scheduling rules.
1. Process new hires, I-9 forms and background or driving record checks.
1. Update the certification and training tracker.
1. Follow up on open injury claims.
4. Key Performance Indicators (KPIs)
1. Time to fill technician positions: [your target].
1. First-year technician retention: [your target].
1. Certifications and licenses current: [your target].
1. Apprentices promoted to technician: [your target].
5. Required Qualifications and Skills
1. [4+] years of HR experience, including recruiting for skilled trades or field service roles.
1. Working knowledge of wage and hour rules for overtime and on-call time, I-9, workers' compensation, and FMLA where it applies.
1. Experience running HR across more than one location.
1. Experience with HR and applicant tracking software.
6. Preferred Experience
1. SHRM-CP or PHR certification.
1. Experience building apprenticeship or trade school programs.
1. Experience with DOT driver qualification files, if your vehicles fall under DOT rules.
7. Physical Requirements
1. Office work with long periods at a computer and on the phone.
1. Travel to branches and job sites for training and investigations.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Office-based at [headquarters], with visits to each branch.
1. Some early-morning hours to meet field staff before they leave for calls.
1. Weekday hours: [your schedule], plus some evening hiring events at trade schools.
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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