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Windows & Doors - HR Manager
Company Name: [INSERT COMPANY NAME HERE]
Department: Administration
Reports to: [Chief Operating Officer]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for overseeing the end-to-end HR functions specifically for our Windows & Doors division, ensuring efficient hiring processes, labor compliance, and fostering strong staff relations. Plays a critical role in aligning HR initiatives with operational goals to support business growth and employee satisfaction.
2. Essential Duties and Responsibilities
1. Manage the full recruitment cycle including job postings, interviewing, and selecting top talent for the Windows & Doors sector.
1. Ensure compliance with all labor laws and internal policies to minimize risk exposure for the company.
1. Develop and implement effective employee relations strategies to promote staff engagement and retention.
1. Collaborate with senior management to design and execute performance management and development initiatives.
3. Key Tasks / Daily Activities
1. Oversee candidate sourcing and screening to fill open positions efficiently.
1. Monitor and update HR policies in accordance with regulatory changes and industry standards.
1. Act as a point of contact for employee inquiries, mediating disputes and fostering a positive work environment.
1. Prepare and present regular reports on recruitment metrics, employee turnover, and compliance status.
4. Key Performance Indicators (KPIs)
1. Time-to-Fill Positions: ≤ 45 days.
1. Employee Turnover Rate: < 10% annually.
1. Compliance Audit Score: 100% on internal and external audits.
1. Employee Satisfaction Rating: ≥ 4.5 stars in quarterly surveys.
5. Required Qualifications and Skills
1. Bachelor’s degree in Human Resources, Business Administration, or related field.
1. Minimum of 5 years of experience in HR management, preferably within the home services industry.
1. Excellent knowledge of labor laws and HR best practices.
1. Strong interpersonal, communication, and conflict-resolution skills.
6. Preferred Experience
1. Prior experience working in the home services or construction industries, with a focus on windows and doors.
1. Demonstrated success in managing HR functions in a fast-paced, dynamic environment.
1. Experience with HR information systems (HRIS) and Microsoft Office suite.
1. Proven track record of developing innovative employee engagement strategies.
7. Physical Requirements
1. Ability to work in a standard office environment with occasional visits to work sites.
1. Capable of sitting or standing for extended periods while performing daily responsibilities.
1. Ability to lift or move light documents and office supplies as required.
1. Occasional travel may be required to support regional recruitment events.
8. Work Environment and Schedule
1. Typical work hours are Monday through Friday, 8:00 AM - 5:00 PM.
1. Some overtime may be required during peak hiring seasons or project deadlines.
1. Occasional travel for recruitment events or site visits is expected.
1. A positive office culture is maintained along with an emphasis on work-life balance.
9. Compensation and Benefits
1. Base salary range: $75,000 - $90,000 USD annually, commensurate with experience.
1. Eligibility for performance-based bonuses.
1. Comprehensive benefits package including Health, Dental, and Vision insurance.
1. 401(k) retirement plan with company matching contributions.
1. Additional fringe benefits such as paid time off and professional development opportunities.
10. Company Culture and Overview
1. We are a growth-oriented organization committed to fostering a positive and inclusive work environment.
1. Our culture emphasizes personal and professional development, with ample opportunities for advancement.
1. We believe in teamwork, accountability, and a dedication to providing exceptional customer satisfaction.
1. Our mission is to build long-term relationships with employees and customers by delivering quality service and support.
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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