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Job Title: PROJECT MANAGER SR-HR-H 
 

SUMMARY  
Drives research and development or implementation of large scale HR strategic 

initiatives. This is accomplished by developing and improving current HR processes and 

procedures.   Responsible for leading the Corporate Harassment Center of Excellence.  

Acts as the lead facilitator for all Human Resource Leadership meetings Responsible for 

HR OGSM tracking and quarterly department updates and communications.   Will 

influence and advise HRLT on high level projects or programs.  Leads the evaluation and 

effectiveness of Corporate Committees. 

 

ESSENTIAL FUNCTIONS 
 Oversees corporate harassment cases; including conducting investigations, ensuring 

legal support and compliance, providing resolution recommendations and partnering 

with the HRBP’s to deliver outcome. Leads the centralization, and adopts best 

practices for the approach, policies and procedures which will enhance the efforts of 

the Harassment Investigations COE. 

 Stays abreast of trends and changes in Human Resources legislation; works with the 

Legal department to ensure the company’s harassment investigations are compliant 

with state and federal government agencies. 

 Oversees the HR OGSM process; facilitation and delivery of HR OGSM, including 

tracking, metrics and coordinating quarterly updates and gap analysis for HRLT. 

 Acts as the HR, Leadership Team (HRLT) Facilitator; responsible for leading the 

development of the HRLT to be a high performing work team.  Leads HRLT 

meetings, responsible for the agendas and communications to HR organization as 

appropriate.  Provides feedback, counsel and coaching to VP, Global HR.  

 Responsible for developing Executive Leadership team agendas and ensures content 

of meeting materials has been reviewed prior to the meeting on behalf of the VP, 

Global HR. 

 Manages Corporate Operational Committees; develops annual meeting calendar, 

agendas and takes minutes, Leads and acts as a team member on special projects and 

the implementation of corporate initiatives.  

 Manages HR related projects that have a short and long term focus and delivers 

necessary reports and updates as needed.  

 Maintains highly confidential and sensitive information during the normal course of 

business. 

 Responsible for understanding and complying with applicable quality, environmental 

and safety regulatory considerations.  If accountable for the work of others, 

responsible for ensuring their understanding and compliance. 

 This job description reflects management’s assignment of essential functions; it does 

not prescribe or restrict the tasks that may be assigned. 

 

SUPERVISORY RESPONSIBILITIES 
 Leads or directs others on a project or program basis. 

 Develops, coaches and mentors others. 
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 Participates in the review and evaluation of personnel. 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill and ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

MINIMUM QUALIFICATIONS 
 High School diploma and State-issued equivalency certificate. 

 Bachelor’s degree plus 10 years of human resources experience reflecting increasing 

levels of responsibility to include harassment investigations. 

 Experience handling sensitive and confidential information. 

 Experience in project management. 

 Experience working with all levels and functions within the Company. 

 

PREFERRED QUALIFICATIONS 
 Bachelor of Business Administration degree with a Human Resources concentration 

plus 12 years of human resources experience reflecting increasing levels of 

responsibility, to include harassment investigations. 

 Master of Business Administration degree. 

 Black Belt certification. 

 Experience reading and interpreting documents such as corporate policies, operating 

and maintenance instructions, and procedure manuals.  

 Experience writing routine reports and correspondence. 

 Experience completing assignments, requiring originality and ingenuity. 

 Experience defining problems, collecting data, establishing facts, and drawing valid 

conclusions.  

 Management or supervisory experience. 

 Experience speaking effectively before groups and effectively presenting information 

to customers, employees or management within an organization. 

 Skilled in the use of MS Word, MS PowerPoint and MS Excel. 

 Skilled in commanding the attention and presenting information to various groups of 

employees and vendors; including executive level personnel.  

 Experience reading, analyzing and interpreting the most complex documents. 

 Experience responding effectively to the most sensitive inquiries or complaints. 

 Experience writing documents using original or innovative techniques or style. 

 Skilled in interpersonal communication and customer service. 

 Experience engaging, inspiring, and influencing people. 

 

PHYSICAL DEMANDS   

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, use 

hands to finger, handle or feel, and talk or hear.     

 

WORK ENVIRONMENT   

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

The noise level in the work environment is usually moderate. 

 

 


