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Retail - 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 support a mostly part-time, hourly team spread across our stores, warehouse and central office. You'll run holiday hiring, keep us in line with wage, break and scheduling laws in each location, and help store managers handle employee issues fairly and on the record.
2. Essential Duties and Responsibilities
1. Run year-round and holiday hiring with district and store managers: postings, interviews, offers and onboarding.
1. Keep policies in line with wage, overtime, meal and rest break, and youth employment laws in each state where we operate.
1. Apply fair workweek or predictive scheduling rules in any city or state where we have stores and those laws apply.
1. Process new hire paperwork, including Form I-9, and keep personnel files complete and private.
1. Advise managers on coaching, discipline, investigations and terminations, and document each step.
1. Run benefits enrollment, leave requests and workers' compensation claims.
1. Train store managers on hiring, harassment prevention and handling employee complaints.
3. Key Tasks / Daily Activities
1. Answer questions from store managers about schedules, pay, discipline and policy.
1. Review new applications and open positions by store.
1. Process new hires, terminations and pay changes before payroll closes.
1. Follow up on open employee relations issues and investigations.
1. Check that required training and any work permits your state requires for minors are on file.
4. Key Performance Indicators (KPIs)
1. Store employee turnover: [your target].
1. Time to fill open positions: [your target].
1. Seasonal staff hired by your holiday start date: [your target].
1. Payroll and paperwork errors: [your target].
1. Employee complaints resolved on time: [your target].
5. Required Qualifications and Skills
1. [3+] years of HR experience, including hourly teams across several locations.
1. Working knowledge of federal and state wage and hour laws.
1. Experience with HR and payroll systems.
1. Handles sensitive information privately and runs investigations fairly.
6. Preferred Experience
1. SHRM-CP or PHR certification.
1. HR experience in retail or hospitality.
1. Has run high-volume seasonal hiring.
1. Experience with applicant tracking and scheduling software.
7. Physical Requirements
1. Sit at a computer and on calls for long periods.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Central office, with regular trips to stores for hiring events, training and investigations.
1. Busiest from [August through November] as holiday hiring ramps up.
1. Some evening calls with store managers who work late shifts.
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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