
 
Human Resources Coordinator 
 
Job description: 
Position Summary: Lead oversight and planning of Human Resources, including: 
employee development, regulatory compliance, staffing and recruiting. Partners 
with employees and management to communicate various human resource 
policies, procedures, laws, standards and government regulations. 
Responsibilities: 

• Reports to the COO and is a member of our administrative team. 
• Lead oversight and planning of HR, including: compensation analysis, FMLA 

and COBRA, employee development, regulatory compliance, staffing and 
recruiting. 

• Collaborate with Employee Benefits Coordinator and align with company 
principals, initiatives and objectives. 

• Collaborate with management team and align with company principals, 
initiatives and objectives. 

• Administer and innovate human resources programs and policies that 
support company goals and positively engage the workforce and improve 
retention. 

• Recruit hourly and salary employees for all physician office positions. 
• Post open positions, screen applicants and provide updates and new hire 

clearance to managers. 
• Advises leadership on all human resources issues with broad and current 

subject matter knowledge that includes expertise in federal and state 
employment laws. 

• Employee orientation: prepare new hire paperwork, review company 
policies & procedures, safety training and benefit enrollments. 

• Advising and consulting with managers for appropriate resolution of 
employee performance issues. 

• Ensure accuracy and integrity of Human Resources records including 
personnel files, benefit enrollment forms, E-Verify and I-9 documentation. 

• Maintain confidentiality of sensitive information and perform all duties with 
the utmost attention to detail while ensuring compliance with ethical and 
legal standards. 



• Provides monthly manager training for HR risk management, interviewing 
skills, employee counseling, retention and HR policies. 

• Helps design and then manages and communicates employee incentive 
plan. 

• Attends staff meetings once a quarter with each office/department to 
answer employee questions, provide training as needed, refresh staff on HR 
policy. 

• Leads compliance, safety training and OSHA using Eagle Associates 
program. 

• Develops Employee Newsletter by providing content to marketing director 
for production. 

• Responds to employee relation issues such as employee complaints, 
harassment allegations and civil rights complaints. 

• Periodically reviews and updates company’s policies, procedures and 
practices handbooks on personnel matters. 

• Implements and annually updates compensation program; rewrites job 
descriptions as necessary; analyzes compensation; monitors the 
performance evaluation program and revises as necessary. 

• Maintains personnel files in compliance with applicable legal requirements. 
• Manage application/resume file and retention according to company policy. 
• Maintains memberships with professional HR organizations. 

Qualifications:  

• A bachelor’s degree in Human Resources  
• One to two years of HR experience 

This description is intended to provide only basic guidelines for meeting job 
requirements, responsibilities, knowledge, skills, abilities and working conditions 
may change as need evolve. 
PHYSICAL/MENTAL DEMANDS: Requires eye-hand coordination, finger dexterity. 
Vision must be corrected to 20/20 and hearing must be in normal range. Must be 
able to view computer screens for long periods. Occasional stress related to 
workload and processing problems. 
ENVIRONMENTAL/WORKING CONDITIONS: Normal office environment. Occasional 
evening or weekend work. Interaction with others is constant and interruptive. 
Job Type: Full-time 
Benefits: 

• 401(k) 



• 401(k) matching 
• Dental insurance 
• Employee assistance program 
• Flexible spending account 
• Health insurance 
• Life insurance 
• Paid time off 
• Retirement plan 
• Vision insurance 

Schedule: 

• Day shift 
• Monday to Friday 

Ability to Commute: 

• Knoxville, TN 37919 (Required) 

Ability to Relocate: 

• Knoxville, TN 37919: Relocate before starting work (Required) 

Work Location: In person 
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