
Akron Polymer Products, a manufacturer of products serving the automotive and transportation industries is currently seeking an efficient, detail-oriented and highly-motivated HR Coordinator who enjoys working in a fast-paced environment. 

Primary responsibilities:

· Utilization of HR software to manage employee entry, payroll, and employee benefits, for our OH, MS and AZ locations.

· Establish, organize and maintain employee files.
· Process documentation and prepare reports relating to attendance, performance evaluations, etc. 
· Administer benefits information such as medical, dental, vision and 401k benefits, open enrollment, FMLA, worker’s compensation, layoffs, leaves of absences, unemployment, etc.
· Coordinate New Employee Orientation for hourly and salaried employees, background checks, and pre-employment requirements. 
· Coordinate staffing and recruitment processes. Focusing on hiring and retention challenges as needed. Function as liaison with employment agencies.
· Prepare internal documents such as offer letters, interview confirmations, etc.
· Respond to internal and external HR related inquiries or requests and provide assistance to employees or management, as needed.
· Coordinate various training and seminars based on various department needs.

· Other functions as assigned.
Requirements:
· Bachelor’s degree in Human Resources or related field preferred - HRCI and/or SHRM certification a plus.
· Experience as an HR Coordinator or relevant experience in an administrative position preferably in a manufacturing environment.
· Knowledge of human resources processes and best practices.
· Ability to work independently with minimal supervision.

· Ability to manage time and prioritize workload.

· Ability to maintain confidentiality related to sensitive company and employee information.

· Must have excellent interpersonal skills and be able to interact and communicate with individuals at all levels of the company, verbally and in writing.

· Proficient in Microsoft Office Suite. Paycom experience a plus.
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