
 
 
Job Title: Human Resources Manager 
 
Access to Patient/Family Information: Access to all patient and family information as it relates to the 
provision of care for the organization. 
 
Access to Employee Health Information: Access to personal health information and all employee 
information as it relates to the provision of care for the employees. 
 
Reports to: Director of Operations 
 
Summary of Position: The Human Resources Manager will serve as the primary contact for Human 
Resources issues including but not limited to payroll, benefits, corporate policies, employment 
paperwork, and will be responsible for performing a number of administrative duties. They will provide 
recommendations to the Director of Operations and Senior Leadership Team on a broad range of human 
resource related topics.  
 
The Human Resources Manager will also consult field managers in areas of talent retention strategies, 
organizational development, and will lead initiatives to address employee relations, performance 
management, provide alternatives and solutions, and track and monitor information to meet deadlines 
and ensure compliance is met. This position will manage our human resources in a way that 
demonstrates that our people are our greatest asset. 
 
This position requires the ability uphold a strict level of confidentiality. It necessitates an experienced, 
reliable individual with exceptional customer service skills and a desire for excellence. It is essential for 
this individual to be highly self-motivated, professional, and capable of managing their work load and 
prioritizing tasks in a fast-paced environment. 
 
Expectation of Employee:  

 Demonstrates CareFirst core values 

 Fosters public image of CareFirst 

 Adhere to CareFirst Policies and Procedures 

 Interacts in a positive manner 

 Promotes Mission and Vision Statement of CareFirst 

 Actively participates in promotion of CareFirst 

 Attends CareFirst Memorial Service yearly 

 Keeps all necessary skills current 

 Understands the financial concerns of CareFirst and contributes to the fiscal integrity of the 
organization  

 Regularly identifies opportunities for self and organizational improvement 

 Checks CareFirst email each day worked.  Clinical staff check Suncoast communicator also. 

 Meets all metrics as established by supervisor 
 
Essential Duties and Responsibilities: 

 Enhances the organization’s human resources by planning, implementing, and evaluating 
employee relations and human resources policies, programs, and practices. 

 Provides guidance and recommendations on workforce planning, succession planning and other 
talent development engagement and retention plans to deliver business results. 

 Oversees recruitment efforts for all personnel, including writing and placing job ads 



 Maintains and updates job requirements and job descriptions for all positions.  

 Supports organization staff by establishing a recruiting, testing, and interviewing program; 
provides recommendations for managers on candidate selection; conducts and analyses exit 
interviews; and recommends process changes. 

 Handles FMLA, PFL, Disability paperwork  

 Facilitates meetings as appropriate to identify, clarify, and resolve problems or business 
challenges. 

 Problem solves using information, policy, procedure, and data and compliance information to 
identify best fit approach/response. 

 Works with educational resources to support development of business-critical workforce and 
leadership competencies. 

 Collaborates with Senior Leadership Team to roll-out companywide Human Resources policies 
and programs. 

 Prepares employees for assignments by establishing and conducting orientation and training 
programs. 

 Assists with planning, monitoring, and appraisal recommendations of employee work results by 
working with other managers to coach and discipline employees; scheduling employee relations 
meetings with employees; hearing and resolving employee grievances; and advising employees 
and supervisors. 

 Manages complex employee relations issues requiring consultation with legal and other areas of 
the business to achieve resolution. 

 Implements employee benefits programs and informs employees of benefits by studying and 
assessing benefit needs and trends; recommending benefit programs to management; directing 
the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding 
benefit contracts; and designing and conducting educational programs on benefit programs. 

 Ensures legal compliance by monitoring and implementing applicable human resource federal 
and state requirements, maintaining records, and potentially representing the organization at 
hearings. 

 Enforces management guidelines by preparing, updating, and recommending human resource 
policies and procedures. 

 Retains historical human resource records by designing a filing and retrieval system and keeping 
past and current records. 

 Cultivates professional and technical knowledge by attending educational workshops, reviewing 
professional publications, establishing personal networks, and participating in professional 
societies. 

 Manages human resource staff by recruiting, selecting, orienting, and training employees. 

 Advances human resource staff job results by counseling and disciplining employees; and 
planning, monitoring, and appraising job results. 

 Other duties as assigned by supervisor 
 
Qualifications: 
 
Required: Associate’s degree in Human Resources or related field. Advanced communication skills with 
ability to communicate with tact, diplomacy and sensitivity. Advanced Microsoft Office skills, with an 
ability to rapidly become familiar with new programs and software.  
 
Preferred: Bachelor’s degree in Human Resources or other related field. Previous healthcare experience. 
Previous supervisory role experience.  
 
Additional Duties and Responsibilities: 

 Proficiency in collaboration and delegation of duties 



 Strong organizational, project management and problem-solving skills with impeccable multi-
tasking abilities 

 Reliable, self-directed, and ability to adhere to established timeframes and deadlines 

 Exceptional interpersonal and communication skills 

 Friendly and professional demeanor  
 
Confidentiality Agreement 
I shall respect the privacy concerns of the people we serve, and I shall hold in confidence all information 
obtained in the course of professional service, whether that information is obtained through written 
records or daily interaction with the person. 
I shall store or dispose of professional records in ways that maintain confidentiality.   
I shall possess a professional attitude which upholds confidentiality towards the people we serve, 
colleagues, applicants and any sensitive situations arising within the agency. 
I, upon termination, shall maintain client and co-worker confidentiality and I shall hold confidential any 
information about sensitive situations within the agency. 
I understand that violation of this confidentiality statement may be grounds for immediate dismissal. 
 
  
Staff Please Print        Date 
 
  
Staff Signature        Date 
 
  
Supervisor Signature        Date 
 
 


