Position Summary
Edward’s Business Systems is seeking an experienced and detail-oriented Human Resources Manager to oversee all aspects of human resources operations, This role is responsible for full-cycle recruiting and talent acquisition, employee onboarding and offboarding, payroll administration, benefits and retirement plan coordination, compliance filings, and serving as the primary point of contact for employment-related matters.
Key Responsibilities
Employee Lifecycle Management
· Manage full-cycle recruiting, including job postings, candidate screening, interviewing coordination, and selection processes
· Partner with hiring managers to understand workforce needs and ensure timely, high-quality hiring decisions, employee engagement and talent retention
· Manage all employee onboarding and offboarding processes 
· Maintain accurate employee records and supervise performance management system
· Maintain and update company HR policies including the Company’s employee handbook
· Serve as the primary resource for employee relations and employment-related issues including issues arising from corporate vehicle usage 
Benefit Administration
· Work with the company’s insurance broker to administer the ICHRA health plan
· Manage the annual insurance renewal and open enrollment process
Compliance
· Coordinate with the 401(k) provider to prepare and file the annual Form 5500
· Work with external auditors for the annual 401(k) audit
· Coordinate with the Section 125 cafeteria plan audit provider and file the required Form 5500
· Ensure compliance with federal, state and local laws and regulations
· Ensure all filings, audits, and deadlines are met accurately and on time
Payroll & Expense Management
· Work with the payroll provider to ensure accurate and timely biweekly payroll processing
Qualifications
· Bachelor’s degree in human resources, Business Administration, or a related field (or equivalent experience)
· Minimum of 5-7 years of progressive HR experience, including recruiting and talent acquisition
· Strong knowledge of payroll, benefits administration, retirement plans, and compliance requirements
· Experience partnering with hiring managers, external recruiters, auditors, and insurance brokers
· Excellent organizational, communication, and relationship management skills
· Familiary with, iSolve HR platform and/or Dominion Payroll a plus
· PHR or SHRM- CP certification preferred
Salary Range $85-95K 
Send resume to benefits@edwardsbusiness.com

