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EXTRA Credit Union 
Structured Compensation - Job Description 

Human Resources Manager 
Data Year: 2022 
Prepared On: 04/11/2022 

 

  
Department: Administration  Grade: 12  
Reports To: President/CEO Classification: Exempt  
Supervises Direct: 2 Supervises Indirect: 0 
Approved By: DMW Effective Date: 01/01/2011 
    Revised Date: 04/07/2022 
  
Role: 
  
To ensure that personnel and training functions are uniformly applied, operate within the policies and 
guidelines established, and comply with regulations. Activities include recruitment and staffing, employee 
relations, benefit administration, salary administration, employee orientation, development and training, 
regulatory compliance relative to personnel, pay and benefits, and payroll administration. 
  
Essential Functions & Responsibilities: 
  
E 25% Prepares time and attendance records for payroll input. Reviews payroll output and distributes 

pay checks/vouchers to employees. Calculates paid time off list for each employee. 
 

E 20% Interviews prospective employee for hourly and salaried jobs, refers applicants to specific job 
openings, administers pre-employment tests, check references, processes changes in employee 
status, and conducts exit interviews. Refers qualified applicants to proper level of management 
for further screening. Prepares employment offer, ensuring compensation offered is within 
hiring range for the job grade. May make job offers. 

 

E 15% Analyzes training needs, develops and administers training plans and procedures, prepares 
training materials, and conducts or supervises special courses to ensure appropriate levels of 
training for personnel in operational, supervisory, and management roles. 

 

E 15% Administers the organization's compensation plan. Prepares job descriptions and evaluates 
jobs using established evaluation system. Administers annual merit increase plan, assists in 
preparation of annual budgets and development of merit increase plan. Assists in the 
administration of performance planning and review program. Maintains compensation records 
and files. 

 

E 10% Administers the organization's benefit programs such as basic and major medical coverage, 
dental insurance, group life insurance, LTD, pension plans, and other benefits. Consults with 
and advises employees on their eligibility for these and other related benefits. Maintains 
benefits records and documents necessary for implementing benefit coverage. Maintains and 
distributes plan documents and employee communications relating to benefits. Recommends 
changes or additions to the program to reflect employee and organization's needs. Assures 
compliance with all legal requirements of various employee benefit programs and prepares and 
files required legal reports. 

 

E 5% Maintains all personnel files and records for the organization.  
 

E 5% Coordinates sponsored employee services and activities designed to enhance 
employee/organization relationships. Administers employee relations programs, employee 
communications, EAP program, new employee orientation, service award programs, 
sponsored sports, fund raising, and social activities and food service operations. Recommends 
new programs or changes to existing programs. 

 

N 5% Performs other duties as assigned. 
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Performance Measurements: 
  
1. Maintain a cohesive, highly trained, motivated staff sufficient to meet daily department demands. 

 

2. Provide informed, professional, accurate service and support to all associates by responding to 
employee concerns within 2 working days. 

 

3. Analyze staffing requirements, make recommendations, and recruit and screen qualified candidates in 
a timely fashion. 

 

4. Ensure all human resource programs and actions are in compliance with organizational policies and 
relevant state and federal regulations. 

 

5. Administer benefits and time and attendance records for payroll input, review payroll reports, and 
ensure human resource database is maintained with minimal errors. 

 

6. Improve and enhance the overall efficiency and effectiveness of the organization's human resources 
through training and development programs. 

 

7. Effectively evaluate the efficiency of the department and develop specific recommendations for 
improvements to personnel, facilities, products, pricing, policies, and processes. 

 

8. Ensure department achieves 80% of assigned goals and that direct reports achieve 80% of individual 
goals. 

 

9. 
Note observations of employee performance. Give and receive feedback from employee on the same 
no later than 30 working days following month-end, completing performance reviews within the 
prescribed timeframe. 

 

10. Adheres to credit union sales and service standards. 
 

11. Passes the Product and Service Knowledge Assessment on an annual basis witha passing score. 
 

  
 

Knowledge and Skills: 
  
Experience Three years to five years of similar or related experience.  

 

  
Education (1) A bachelor's degree, or (2) achievement of formal certifications recognized in the industry 

as equivalent to a bachelor's degree (e.g. information technology certifications in lieu of a 
degree).  

 

  
Interpersonal 
Skills 

Motivating or influencing others is a material part of the job. Outside contacts become 
important and fostering sound relationships with other entities (companies and/or individuals) 
becomes necessary and often requires the ability to influence and/or sell ideas or services to 
others. The role requires a significant level of trust or diplomacy.  

 

  
Other Skills A generalist background in personnel administration, compensation, benefits, training, payroll 

and employee relations.  
 

  
Physical 
Requirements 

This job requires using hands and fingers to keyboard for data entry into a computer, which 
may include repetitive motions. Ordinary visual acuity is needed to prepare and revise 
documents. Average hearing ability is necessary to receive detailed information verbally. This 
job is mainly sedentary and may require the candidate to exert up to 25 lbs. of force 
occasionally.  

 

  
Work 
Environment 

No hazardous or significantly unpleasant conditions exist, such as in a typical office.  
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This Job Description is not a complete statement of all duties and responsibilities comprising the 
position. 

  
------------------------------------------------- 
Printed Employee Name 

    ------------------------------------------- 
    Date  

     

------------------------------------------------- 
Employee Signature  

     
 

 


