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• Coordinate recruitment processes including job postings, resume screening,
interview scheduling, and reference checks.


• Administer pre-employment requirements and onboarding process to ensure a
smooth new hire experience.


• Serve as a point of contact for employees on HR-related issues.

• Provide day-to-day guidance to managers and employees regarding company

policies and procedures.

• Participate in investigations and recommend resolutions with support from the

Director.

• Manage employee benefits programs including enrollments, changes, and

terminations.

• Coordinate open enrollment and assist employees with benefit-related questions.

• Support compliance efforts related to ACA, COBRA, PFML, FMLA, and ADA.
• Maintain employee files and HRIS records.


• Prepare reports, spreadsheets, and documentation as needed.

• Ensure compliance with all employment laws and internal policies.

• Assist in the administration of the performance review process.

• Track training activities and support coordination of internal and external

development programs.

• Coordinate employee appreciation efforts, wellness initiatives, and company events.

• Assist with employee communication efforts, including newsletters, surveys, and
recognition programs.
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• Support company compliance with federal, state, and local employment laws.
• Assist with DOT, background checks, and safety-related administrative tasks.
• Participate in the quarterly random testing program and maintain related records.

Qualifications:

• Bachelor’s degree in Human Resources, Business Administration, or related field
preferred.
• Minimum of 3–5 years of HR experience; construction industry experience a plus.
• PHR or SHRM-CP certification preferred but not required.
• Strong knowledge of employment laws and HR best practices.
• Proficiency in Microsoft Office, especially Excel and Outlook.
• Excellent organizational communication and interpersonal skills

FlexProfessionals respects and seeks to empower each individual and support the
diverse cultures, perspectives, skills, and experiences of its candidate network.
FlexProfessionals does not discriminate on the basis of race, religion, color, sex, gender
identity or expression, sexual orientation, age, non-disqualifying physical or mental
disability, national origin, veteran status, or any other basis covered by appropriate law.
The candidates whose resumes are shared with our business clients are selected on the
basis of qualifications, merit, and business needs.

Leanne Rodd
Director of Talent, Boston Metro
FlexProfessionals
781-254-6840
www.flexprofessionalsllc.com

http://www.flexprofessionalsllc.com/



