EmergyCare’s mission is to save lives and positively impact health, well-being and safety in the
communities we serve.

Job Title: Human Resources Coordinator
Positions: Full-time/non-exempt
Location: Erie

Shift: Office hours Monday-Friday

The Human Resource Coordinator will support the Human Resources Team in providing excellent
customer service to our employees. The HR Coordinator is responsible for performing a variety of
personnel-related administrative duties requiring a strong working knowledge of FMLA tracking,
understanding of Worker’s Compensation and/or Modified Duty programs and experience maintaining
the Recruiting process.

The Human Resource Coordinator must have strong administrative skills, possess good verbal and written
communication skills and be proficient with computers. Accuracy with details and familiarity with
applicable state and federal regulations relating to general human resource processes is required. Must
possess a pro-active, customer-focused philosophy and attitude. The individual must be self-motivated,
capable of self-direction and able to multi-task. The individual must have a passion for our company’s
mission and values and be able to function as an effective member of the human resources team.

Key responsibilities:
Recruitment support/Onboarding and Offboarding/Employee relations/Leave Administration/Benefits
Administration/HR Compliance/General Administrative Support.

Education and/or Experience:

e Must have a High School degree or equivalent with a minimum of two years of experience
working in the Human Resources field.

e Must have strong working knowledge of FMLA, understanding of the Worker’s Compensation
process and/or Modified duty programs and experience coordinating the recruiting process.

e Must have strong computer skills with accuracy in data entry required; must have strong working
knowledge of MS Office products with the ability to learn additional software as required.

e Must have a strong customer service focus, be detail-oriented with the ability to maintain
confidentiality.

o Current Driver's license with ability to occasionally travel to outer division locations.

Preferred qualifications:

e Two plus years working in benefits administration.

e Associate Degree in Human Resources, Business Administration, Communications and/or related
field.

e PHR Certification preferred.

o Experience with ADP HR/Payroll preferred.

Qualified applicants will receive consideration for employment without regard to race, color, religion,
sex, national origin, sexual orientation, gender identity, disability or protected veteran status.



