Miller of Denton, LTD.

Task Sheet: Human Resources

Employee: _________________


Evaluator: __________________

	TASK DESCRIPTION
	RATING

	Attendance/Punctuality
	10%

	 1. Arrives to work at scheduled time:  

                 8am to 5pm, Monday through Friday
	# of Tdys:
	

	 2. Arrives to work as scheduled without any unexcused absences
	# of UPPs:
	

	 3. Clocks in and out properly & infrequently uses the Missed Punch Log.
	

	 4. Attends company meetings as requested.
	

	Cooperation & Environment
	30%

	 5. Adheres to dress code standards governing appearance.
	

	 6. Has a consistent attitude of willingness to do his / her part.
	

	 7. Has a consistent attitude of willingness to work over and above assigned duties.
	

	 8. Shows kindness, consideration, and helpfulness to customers and visitors.
	

	 9. Shows kindness, consideration, and helpfulness to fellow employees.
	

	10. Shows respect to supervisor(s).
	

	11. Keeps work area neat and orderly (i.e. desk, vehicles, backstock)
	

	12. Uses company equipment efficiently and economically while adhering to safety rules and precautions (i.e. pallet jacks, trucks, office equip).
	

	13. Immediately reports equipment repair needs to supervisor(s) and/or work logs.
	

	14. Immediately reports auto accidents or personal work injuries to supervisor(s).
	

	15. Works steadily and constantly without jeopardizing the quality of work
	

	16. Tries to improve job performance and customer service.
	

	17. Performs any other duties as directed by management.
	

	18. Be able and willing to complete assigned work scheduled on a daily basis even if extra hours are required.
	

	19. Complies with all company policies and procedures.
	

	20. Is knowledgeable and complies with all TABC policies and procedures.
	

	Job Specific Tasks
	60%

	1. Maintain spreadsheet of Need To Hire status of company employees and openings sending weekly to management and office personnel.
	

	2. Create and post any internal positions as directed by Dept Managers in the breakroom. Maintain binder of Job Postings for documentation.
	

	3. Run employment ads as necessary. Update Jobs website as necessary
	

	4. Screen applications, run criminal history checks and survey’s on perspective employees.
	

	5. Maintain spreadsheet for employment candidates not selected for interview – No Thank You applications and file those applications for 1 year. Shred older applications as needed.
	

	6. Complete first interview for potential employee’s for all departments and set up 2nd interviews for Dept Managers as needed.
	

	7. Investigate backgrounds of highly considered candidates by running MVRs and criminal history. Complete D.O.T. Class A CDL background check with previous employers per 29 CFR Previous Drug & Alcohol Information .
	

	8. Set pre-employment health screening appointments for drug screens and WorkSteps physicals with Pinnacle / Dr. Lux as needed.
	

	9. Maintain and update new employee packets (make new copies)
	

	10. New employee orientation: issue handbook, complete all necessary paperwork, explain time clock, introduce to current employees, and give a tour of the building. 
	

	11. Order  uniform ‘blues’ for employees as needed.
	

	12. Maintain key card system.  Add new employees, delete terminated employees, and run time checks periodically for General Manager.  Order new cards & update system.
	

	13. Maintain files of CDL deadlines, CDL health cards/physicals for employees with Class A CDL licenses. Schedule drivers as needed per DOT regulations.
	

	14. Maintain file of eligible DOT random drug/alcohol screen participants. Schedule and facilitate the quarterly randoms per DOT regulations. Follow procedures for any drug screens returned with positive results.
	

	15. Maintain accident log for all employee/vehicle related wrecks. Report to insurance as needed for filing claims. Follow drug screen policies.
	

	16. Assist General Manager with Workman’s Compensation, reporting injuries/claims to insurance as deemed necessary. Follow drug screen policies.
	

	17. Post and maintain required federal and state employment posters (FMLA, Work Comp, minimum wage). Maintain OSHA documents for worker injuries (OSHA 300 log) and post as required in employee breakroom.
	

	18. Administer insurance monthly for employees including Lawton and Wichita Falls.  Enrollment, check bill for discrepancies, change in status, cancellation and COBRA notification.  Work with Controller as necessary for payroll deductions. Work with Grizzaffi-Darby for open enrollment needs and processes. Create HIPPA letters of prior creditable coverage for former employees.
	

	19. Complete paperwork from state for court orders regarding insurance coverage of dependents. Enroll dependents as required by court Tx Attorney General.
	

	20. Maintain utmost confidentiality on all employee relations. 
	

	21. Communicate with GM and follow legal guidelines for terminations, FMLA leave, military leave or any other issues involving employees reporting to work.
	

	22. Maintain and distribute emergency phone call cards for employees as needed.
	

	23. Order business cards for sales and management positions as need with Tim Herr.
	

	24. Complete EXIT interviews and uniform buy-backs as needed. Communicate with payroll to determine final paycheck status.
	

	25. Review and validate employee absences documentation such as dr notes submitted for excusing absences. Submit to payroll during payroll week for coding into AE.
	

	26. Communicate with managers 1-2 weeks prior to holidays regarding full-time employees within Probationary Period who will not be eligible for holiday pay to ensure employees are aware.
	

	27. Take and pick up laundry/cleaning of buy-back uniform blues as needed. Keep organized and stored for distribution of loaners for new-hires.
	

	28. Maintain employee files current and terminated.
	

	29. Facilitate and complete unemployment filings by the Texas Workforce Commission at the direction of GM/management.
	

	30. Run reports and initiate disciplinary warning for employees violating absence and tardy policy  and missed-punch policy. (bi-weekly)
	

	31. Maintain spreadsheet for employee disciplinary warnings.  Prepare warnings for Dept. Managers as requested. 
	

	32. Administer employee evaluations for 45 day, 90 day and annual evaluations. Report scores to payroll as necessary for annual employee raises. 
	

	33. Maintain master copies of all company Task & Duty files. Update annually in January company-wide or as requested by Dept Managers.
	

	34. Run driving records on employees in driving positions at each annual evaluation period to ensure their MVRs meet insurance carrier standards.
	

	35. Update/order company employment forms (insurance, W-4, employment, D.O.T. testing information, I-9, CDF policy handbooks) required for employees.
	

	36. Assist with the Christmas party and any other parties or celebrations.
	

	37. Organize offering of flu shots for employees in the Fall (Sept-Oct)
	

	38. Post employee birthday lists monthly in employee breakroom.
	

	39. Back up receptionist on phones.
	

	40. Maintain notebook of all company meeting agendas and sign-in sheets.
	

	41. Issue and maintain parking lot assignments.
	

	42. Complete employment verifications for job performance needs. (Note: Employment verifications for financial credit or other financial reasons to be done by payroll.)
	


ACKNOWLEDGEMENT:


I have read and understand my tasks and believe this to be accurate and complete.  I understand that management retains the right to change and/or add to my Task Sheet at any time.

Employee: __________________________ Supervisor: ________________________

Date: ________________________

     Date: ____________________________


Human Resources Task & Duty 

                 Revised: 7/3/2009


