HR Coordinator – Compensation

Cincinnati Children’s Hospital Medical Center

Cincinnati, Ohio

PURPOSE OF POSITION: Cincinnati Children's Hospital Medical Center is a nationally recognized, dynamic, rapidly changing organization dedicated to being the leader in improving child health.  As an HR Compensation Coordinator in our department of Human Resources, you will have the opportunity to participate in several key initiatives advancing the organization’s strategic plan.  The major purpose of this position is to serve as an administrative resource and to support compensation functions and analysis for the Human Resources Compensation Department.
MAJOR DUTIES AND RESPONSIBILITIES:

• Maintain HR systems and documentation of procedures and processes. Organize data 
  and information utilizing spreadsheets to support compensation reporting and analysis.

• Serve as a resource to the HR department and managers for HR policy and practice 
  information.

• Provide administrative support to Compensation Director, Consultants and Specialists.

• Provide administrative support for executive compensation programs.

• Review employee file(s) and summarize information in support of compensation reviews 
  and analysis.

• Provide financial/budgetary support by processing invoices, coordinating charge-backs, 
  ensuring adequate supply of physical and technological supplies, and tracking the 
  compensation budget on a monthly and annual basis.

• Organize, edit and maintain accurate position description files and corresponding Job 
  Codes.  Work with managers and compensation consultants to review job descriptions 
  and provide assistance in developing final descriptions for each position while 
  maintaining consistency of descriptions throughout CCHMC.

• Control distribution and availability of position descriptions according to departmental 
  policy.  Organize, maintain and assume custodial responsibility for electronic position 
  description files.  Ensure required professional credentials are up-to-date.

• Support the Manager Self-Service process through review of information and facilitation 
  of appropriate actions, including completion of required electronic forms as necessary.

• Use Excel graphics and PowerPoint presentation software to create presentations and 
  reports.

• Serve as a resource on PeopleSoft and Kronos information systems; participate in 
  training employees and extracting special reports or data. 

• Update and maintain the Centerlink compensation web site.

• Summarize and identify trends for spot-surveys conducted by professional 
  organizations.

• Answer and respond to incoming telephone calls, e-mail messages or written requests. 
  Answer inquiries regarding general information according to departmental policy or 
  forward to appropriate representative. 

• Process and distribute ad hoc requests for information according to departmental policy.

• Act as a liaison between the Human Resources Operations/HRIS functions and both 
  internal and external customers. 

• Transcribe and compose, type, proof and edit reports, minutes, memorandum, position 
  descriptions, classified advertisements and correspondence from dictating machine, 
  stenographic notes and hand written copy.

• Provide administrative leadership for compensation.  Manage calendars and meeting 
  schedules.

• Perform various office functions, including scheduling, file generation, labels, mail, 
  photocopying and mailings.
GENERAL DUTIES AND RESPONSIBILITIES:
• Follow policies and procedures governing the handling of confidential information as 
  defined by Cincinnati Children’s mission and applicable laws and regulations.  

• Review timeliness, accuracy, availability and security of information.  

• Provide services in a manner to be regularly and conveniently available to meet the 
  needs of Cincinnati Children’s patients, families and employees as determined by department 
  management and Cincinnati Children’s governing body.

•Participate in improving organizational performance through recommending areas or 
  approaches for improvement activities, performing new procedures, collecting data and 
  providing input to department discussions.

• Develop knowledge and professional skills through cross-training, literature and 
  attendance at department meetings.

• Participate in establishing job requirements and goals; perform duties at the desired 
  level of competency.

• Ensure that work areas are organized and present a safe, accessible, effective and 
  efficient environment for employees, patients and families.  Attend required Cincinnati 
  Children’s training sessions, including radiation safety, laboratory safety, bloodborne 
  pathogens and OSHA.  Comply with Infection Control policies and procedures.

• Understands, adheres to and models Core Standards as defined organizationally and 
  specifically within the department/unit.

• Perform other duties as assigned.

REQUIRED HUMAN RESOURCES COMPETENCIES: 

• Accountability:  Taking responsibility for one's actions and work; accepting the consequences.

• Critical Thinking:  Using inductive and deductive reasoning to formulate general rules or 
  principles and apply them to work; identifying flaws in logical reasoning; understanding 
  complex conceptual relationships; accurately detecting underlying themes or patterns in data.

• Customer Requirement Skills:  Identifying and understanding customer needs and 
  expectations; accurately gauging how to satisfy these requirements.

• Detail Orientation:  Meticulously keeping track of details without becoming overwhelmed by 
  them; being exacting, precise, and accurate; spotting minor imperfections or errors and taking 
  action to correct them.

• Flexibility:  Being open to change and considerable variety in work activities; effortlessly 
  adjusting to new or changing situations and unexpected events; altering one's approach to 
  tasks and projects with minimal loss of efficiency.

• Information Analysis:  Locating and gathering relevant information; recognizing and working to 
  eliminate important gaps in existing information; determining the value of the information; 
  synthesizing and organizing information to get a better understanding of a problem.

• Judgment:  Recognizing when sufficient information has been obtained to make a decision; 
  evaluating available alternatives and using sound thought processes and relevant experience 
  to make the optimal choice in a timely manner; making difficult decisions even in highly 
  ambiguous situations.

• Knowledge Application:  Effectively applying job, organization, and industry knowledge to 
  accomplish work; providing expertise to others.

• Speaking:  Expressing oneself verbally in an accurate, understandable, and succinct manner 
  to individuals or groups; using appropriate non-verbal signals to emphasize spoken words; 
  adapting communication style and tone to fit the situation and audience; demonstrating poise 
  during group discussions or formal presentations; holding others' attention; responding clearly 
  and tactfully to questions.

• Systems Thinking:  Conceptualizing how individual parts fit together into a whole system; 
  appreciating the consequences of individual actions for all parts of the system; seeking and 
  adopting a “big picture” perspective on work.

• Work Ethic:  Working hard to conscientiously and thoroughly complete work; pushing oneself 
  to successfully continue working on a task in the face of obstacles or setbacks; working 
  continuously and intensely over long periods of time.

• Writing Skills:  Presenting information or ideas in writing that is accurate, clear, concise, and 
  understandable; using correct grammar, spelling, punctuation, and capitalization; creating 
  written material that flows logically; tailoring one's writing to the needs and interests of the 
  audience.

CCHMC FOUNDATIONAL VALULES AND EXPECTATIONS:

• Dutifulness:  Accepting and complying with laws, regulations, rules, policies, and procedures; 
  reliably following verbal and written directions even when it is difficult to do so.

• Emotional Resilience:  Remaining composed and calm when faced with setbacks, 
  disappointments, rejection, crises, stress or pressure; readily putting aside concerns to get the 
  job done; taking a problem solving rather than an emotional approach when faced with a 
  difficult situation; being even-tempered and non-defensive.

• Independence:  Pursuing work with little supervision or assistance; directing one's own efforts.

• Integrity:  Showing consistency between one's values and behavior; choosing ethical courses 
  of action; being truthful and direct; protecting sensitive or confidential information; building 
  credibility and gaining others' trust.

• Reliability:  Consistently honoring promises, fulfilling obligations, and meeting deadlines; 
  always being at work when expected; dependably arriving to and leaving work and meetings at 
  the scheduled times.

REQUIRED SKILLS:
Strong written and oral communication skills.  Advanced word processing, Excel spreadsheet, HRIS, PeopleSoft, and PowerPoint software proficiency.  Strong analytical skills and attention to detail.  

EDUCATION\WORK EXPERIENCE:   

Required:

  • Associate’s Degree in a related discipline plus minimum 2 years’ related experience 
    within a Human Resources environment; or

  • Minimum 4 years’ related experience within a Human Resources environment.

Preferred:

  • Bachelor’s Degree in a related discipline; and 

  • PHR certified.
CONTACT INFORMATION:
www.cincinnatichildrens.org
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