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Human Resources Manager
Job Description
Background

Lexington Asset Management is a company that specializes in investment and management of conventional apartment properties- 

· Investment- buy apartment properties below market value, correct any maintenance or management deficiencies and sell when investment goals are achieved.

· Management- pursue vision of being the best real estate management company in the US
The company mission is to maintain and improve the value of our properties, and to attract and retain great people.  Accomplishment of this mission allows for stable and fulfilling employment for the workforce, excellent home environments for our residents, and superior return for our investors.

Job Overview
The Human Resources Manager must have the ability to move seamlessly between the Strategic and Tactical aspects of managing all areas of the human resources function for the company.  As a member of the corporate team, this position calls for excellent verbal and written communication skills, and the ability to make sound business decisions independently with minimal supervision.  Interaction with team members across all job positions is necessary for success, with the ability to bring together groups with varying skills and objectives to meet common goals.
Minimum Qualifications
· Four-year college degree minimum
· Four to eight years of experience gained through increasingly responsible management positions including Human Resource Management

· Proficiency in Microsoft Office Suite, along with HRIS and Applicant Tracking systems
Preferred Qualification

· PHR/SPHR or other nationally recognized Human Resources certification
Key Accountability Areas
Recruitment and hiring


· Use effective recruitment methods, including advertising, networking, and marketing to ensure that open positions are filled promptly with qualified candidates

· Select applicants for review, conduct interviews, administer testing, and make recommendations for hiring

· Engage other management team members in the recruitment and selection process

· Develop, implement, and monitor compliance with the company hiring policies and procedures
Employee compensation and benefits management 
· Benchmark salary levels and benefits offerings to maintain competitive position in marketplace

· Conduct yearly review of benefits to maximize value to employees and minimize cost to employer and employees

· Monitor payroll and timekeeping systems to assure compliance with all regulations regarding pay and hours worked

· Explore and make recommendations regarding new employee programs or benefit
Staff development
· Work with training providers, both internal and external, to provide group and individual training opportunities

· Identify training needs and maintain records of completion and compliance with training requirements for all positions

· Administer company "mystery shop" program to gauge compliance with best practices and address training needs

· Conduct webinars and in-person training as needed in areas of personnel and human resources topics

Performance management
· Develop and implement performance evaluation programs that encourage superior work product and provide guidance for improvement

· Review all disciplinary actions required, confirming consistency and fairness along with compliance with company policies

· Develop appraisal systems and tools that allow for equitable pay increases and/or bonus payments for high quality work

Compliance
· Maintain SPHR and/or other certifications to aid in keeping current with regulations, trends, and agency requirements in areas of personnel

· Obtain and disseminate legal opinions to guide so that actions will be in keeping with best practices and within requirements of ELP provider

· Provide leadership to others in management to avoid risk in areas of equal opportunity, fair labor standards, classification of exempt/non-exempt, and other regulated areas that are prone to lawsuits or costly liability

· Intervene or otherwise take action as necessary to stop or control actions of others that may provide risk to the company

· Make sure that all personnel records are properly maintained and safeguarded, that employees are onboarded promptly with all paperwork required, and that entry into HRIS is accurate and complete
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