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MANDARIN ORIENTAL
BOSTON





Job Description:
HUMAN RESOURCES RECRUITING MANAGER

	Classification:
	Salary / Exempt

	Position type:
	Manager

	Hours/Travel:
	All days / shifts (AM / PM / ON)

	Reports to:
	HR Manager

	Location:
	Director of Human Resources

	Date:
	1.12.18


Summary:

	Mandarin Oriental Hotel Group is the award-winning owner and operator of some of the most luxurious hotels, resorts and residences located in prime destinations around the world.  Increasingly recognized for creating some of the world’s most sought-after properties, the Group provides 21st century luxury with oriental charm. Above all, Mandarin Oriental is renowned for creating unique hotels through distinctive design and a strong sense of place, luxury hotels right for their time and place. The Group regularly receives international recognition and awards for quality management and legendary service hospitality.  

This position is located at Mandarin Oriental Boston. Holding both the AAA Five Diamond and the Forbes Five-Star awards, Mandarin Oriental, Boston enjoys a coveted location in beautiful Back Bay. With a sophisticated yet relaxed atmosphere, the hotel offers the perfect blend of luxury and style.
This position reports to the Director of Human Resources.




Overview: 

	The Human Resources coordinator is responsible for supporting the Hotel’s full-cycle recruiting strategy.
Anticipated travel: Infrequent (25% or less)


Competencies:

	· Complete Administrative Proficiency (MS Word, Excel, Powerpoint, Web-based applications, email, HRIS systems)
· Superior verbal and written fluency in English

· Fluency in other languages strongly preferred

· Must be social media savvy

· Able to work in a fast-paced environment

· Ability to multitask 

· Ability to meet deadlines

· A minimum of 1 year customer service experience or 1 year of human resources related experience
· Demonstrated sound judgement and ability to handle sensitive and confidential information

· A minimum of 2 years operational experience within a hotel
· A minimum of 2 years Human Resources generalist experience
· Must have knowledge of basic state and federal employment laws
Purpose

Customer focus 

Is dedicated to meeting the expectations and requirements of internal and external customers; gets first-hand customer information (or preferences) and uses it for improvements in products and services; acts with customers in mind; establishes and maintains effective relationships with both internal and external customers and gains their trust and respect.

Process 

Drive for results 

Can be counted on to exceed goals successfully; is constantly and consistently one of the top performers; very bottom-line oriented; steadfastly pushes self and others for results.

Functional & Technical Skills

Has the functional and technical knowledge and skills to do the job at a high level of accomplishment.

Organising

Can marshal resources (people, funding, material, support and time) to get things done; can orchestrate multiple activities at once to accomplish a goal; uses resources and time effectively and efficiently; arranges information and files in a useful manner. Sets clear goals and responsibilities, monitors progress and results.

Problem Solving

Uses rigorous logic and methods to solve difficult problems with effective solutions; probes all fruitful sources for answers; can see hidden problems; is excellent at honest analysis; looks beyond the obvious and doesn't stop at the first answers. Makes good decisions based upon a mixture of analysis, wisdom and experience.

People 

Developing others 

Provides challenging and stretching tasks and assignments; holds frequent development discussions; is aware of each person's career goals; constructs compelling development plans and executes them; encourages people to accept developmental moves; will take on those who need help and further development; cooperates with the developmental and talent management system in the organisation; is a people builder.

Interpersonal savvy 

Relates well to all kinds of people, up, down, and sideways, inside and outside the organisation; builds appropriate rapport; builds constructive and effective relationships; uses diplomacy and tact; can diffuse even high-tension situations comfortably.

Building effective teams

Blends people into teams when needed; creates strong morale and spirit in his/her team; shares wins and successes; fosters open dialogue; lets people finish and be responsible for their work; defines success in terms of the whole team; creates a feeling of belonging in the team.

Directing others 

Is good at establishing clear directions; sets stretching goals; distributes the workload appropriately; lays out work in a well-planned and organised manner; maintains two-way dialogue with others on work and results; brings out the best in people; is a clear communicator.

Sizing up people

Is a good judge of talent; after reasonable exposure, can articulate the strengths and limitations of people inside or outside the organisation; can accurately project what people are likely to do across a variety of situations.

Personal 

Self Development

Is personally committed to and actively works to continuously improve him/herself; understands that different situations and levels may call for different skills and approaches; works to deploy strengths; works on compensating for weakness and limits. Picks up on the need to change personal, interpersonal, and managerial behaviour and seeks feedback.

Ethics and values & Integrity

Adheres to an appropriate (for the setting) and effective set of core values and beliefs during both good and bad times; acts in line with those values; rewards the right values and disapproves of others; practices what he/she preaches. Is widely trusted; is seen as a direct, truthful individual; keeps confidences; admits mistakes and flaws.

Humility 

Can get things done quietly without unnecessary noise; quickly admits flaws and mistakes; is careful to make others comfortable; is authentic; helps others save face in difficult situations; maximises the contribution of all; encourages the expression of viewpoints from all concerned; is modest and self-effacing; respects the views of others.

Composure

Is cool under pressure; does not become defensive or irritated when under pressure or when times are tough; is considered mature; can be counted on to hold things together during tough times; can handle stress; is not knocked off balance by the unexpected; doesn't show frustration when resisted or blocked; is a settling influence in a crisis.

Approachability

Is easy to approach and talk to; spends the extra effort to put others at ease; can be warm, pleasant, and gracious; is sensitive to and patient with the interpersonal anxieties of others; builds rapport well; is a good listener; is an early knower, getting informal and incomplete information in time to do something about it.




Essential functions
	· Develop and execute recruiting plans in line with the needs of the organization.

· Manage flow of the office by greeting colleagues, applicants and visitors and assisting them in a timely manner.

· Assist applicants in identifying available positions and instructions on how to apply for positions.

· Assist Department Heads in preparing for a position opening, including completing a job requisition, job specification and job description.  

· Post available jobs with appropriate outlets for attracting the most qualified candidates.  Develop creative and effective ways for getting qualified applicants.

· Use internal resources to identify and encourage promotion within Mandarin Oriental.

· Track turnover for purposes of monthly reporting and identifying trends.

· Coordinate and implement community and colleague recruitment initiatives.

· Communicate with HRD and applicants about relocation and track all relocation expenses. 

· Weekly update of recruitment status report.

· Weekly update of HR bulletin board listing current positions.

· Coordinate and conduct job search activities (networking, printing of ads both newspaper and internet, maintain MOHG Recruitment website. Responsible for updating, changing or revising website with communication to MOHG.

· Responds to and coordinates internal transfer requests in a timely manner.

· Responds to employment inquiries (i.e.; resumes and referrals) in a timely manner.

· Attends industry job fairs and local university events regarding employment as needed.

· Conduct all initial interviews (telephone/in-person) of line staff inclusive of union and administrative. Follow established guidelines and both federal & state laws.

· Make recommendations of all interviewed candidates for further consideration, set up all additional interviews as necessary; track applicant progress including elimination from process with appropriate notification of rejection.

· Coordinate with HR Manager to ensure necessary new hire paperwork is in order for the candidate to initiate work.

· Enter new colleague in HRIS system during the first week of employment.

· Responsible for monthly update of the Turnover Report.

· Responsible for the bi-yearly update of the Corporate Turnover Report.

· Responsible for monthly update of the DOES report.

· Responsible for updating DC Directory of New Hires.

· Responsible for timely pre-employment billing (HireRight).

· Perform additional duties as assigned by management.

Delighting our Clients

· Awareness and sensitivity to the concept of luxury and quality.

· Understands the value of employees, customers and profit link.

· Can use planning tools in relation to customer needs. 

Working together as Colleagues

· Communicates a compelling vision.

· Inspires co-operation and commitment.

· Adapts managerial style appropriately.

· Actively listens and builds on other ideas.

· Effectively understands and uses resources.

· Is culturally sensitive.

· Negotiates effectively.

Promoting a Climate of Enthusiasm

· A sense of urgency.

· Motivates others to provide quality standards.

· Communicates clearly and persuasively.

· Open to feedback and learning.
Being the Best

· Achievement orientated.

· Delivers desired results.
· Has presence.

· Has positive impact and influence.

· Generates, innovative options.

· Adapts plans to suit change.

· Seeks continuous improvement opportunities.

Delivering Shareholder Value

· Develops and implements strategy.

· Adapts strategies to changes.

· Aligns plans to strategies.

Playing by the Rules

· Operates ethically.

· Removes blockages.

· Understands and uses performance management.

· High level of personal integrity.

· Balances the needs of fellow colleagues and the company.

Acting with Responsibility

· Establishes accountability for self and others.

· Can identify core issues and problems.

· Balances intuition and good business sense.

· Takes and manages risk and change.

· Emotionally stable and mature.

· Manages responsibilities.

Additional Duties to include but not limited to:

General Duties

· General administrative responsibilities including filing, facsimile transmission, general correspondence
· Support the HR Manager and L&D Manager with general administrative tasks

· Coordination of birthday calendar, birthday cards and gifts

· Support in the coordination of colleague activities & events

· Represent the Human Resources team and serve as liaison to colleagues by supporting in the fulfilment of their various needs

· Manager MOSTAY / Friends and Family Requests

Recruiting Related

· Support in the recruiting process; requisition routing, job description updates; position posting; candidate review & pre-screening; scheduling of interviews; potential support of on & off-site recruiting activities 
· Support in the coordination of colleague onboarding; including generation of offer letters, background / drug test / reference checks / 




Supervisory Responsibilities:

	· None.


Education: 

	1. Mandatory

· A minimum of 1 year of luxury hotel recruiting experience.

· A minimum of 2 years in of operations of a hotel or restaurant.

· Must possess excellent knowledge of all departments internally.

· Must possess ability to coordinate with multiple tasks.

· Must possess ability to develop subordinates.
· Computer literacy to include: Microsoft Word, Excel, PowerPoint, Microsoft Outlook, etc.
· Excellent communication skills both written/verbal.
· Problem solver
· Requires high levels of interaction with all members of staff.  Exchanging ideas, information and opinions with others to formulate programs and arrive jointly at decisions, conclusions and solutions.
· Possess high degree of stamina, agility and flexibility
· Able to present themselves with an uplifting personality as well as presenting a high degree of confidentiality
2. Desirable 

· Prior experience in a Union Hotel environment, strongly preferred

· Four year college degree, with emphasis in Human Resources preferred.

· Human Resources Certification coursework

· Bi-lingual communication a plus but not required.



Work Environment, Physical/Visual Acuity Requirements:

	· See Below


Physical Activity (constantly, frequently, occasionally, rare):

	Physical Activity
	Frequency
	
	Physical Activity
	Frequency

	Climbing
	8 Hours / Frequently
	
	Pushing
	8 Hours / Frequently

	Balancing
	8 Hours / Frequently
	
	Pulling
	8 Hours / Frequently

	Stooping
	8 Hours / Frequently
	
	Lifting
	8 Hours / Frequently

	Kneeling
	8 Hours / Frequently
	
	Fingering
	8 Hours / Frequently

	Crouching
	8 Hours / Frequently
	
	Grasping
	8 Hours / Frequently

	Crawling
	8 Hours / Frequently
	
	Feeling
	8 Hours / Frequently

	Reaching
	8 Hours / Frequently
	
	Talking
	8 Hours / Frequently

	Standing
	8 Hours / Frequently
	
	Hearing
	8 Hours / Frequently

	Walking
	8 Hours / Frequently
	
	Repetitive Motion
	8 Hours / Frequently


Other Duties:

This job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee.  Other duties, responsibilities and activities may change or be assigned at any time with or without notice.
Signatures:

The colleague signature below constitutes the colleague’s understanding of the requirements, essential functions and duties of the position.

The colleague signature below constitutes the colleague’s understanding of the requirements, essential functions and duties of the position.
	
	
	

	Colleague signature
	Print Name
	Date


	
	
	
	

	Supervisor Signature
	Print Name
	Title
	Date


Equal Employer Opportunity statement:

Mandarin Oriental Hotel Group provides equal employment opportunities (EEO) to all colleagues and applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics.  In addition to federal law requirements, Mandarin Oriental Hotel Group complies with applicable state and local laws governing nondiscrimination in employment in every location in which the company has facilities.  This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, and transfer, leaves of absence, compensation and training.

Mandarin Oriental Hotel Group expressly prohibits any form of workplace harassment based on race, color, religion, gender, sexual orientation, gender identity or expression, national origin, age, genetic information, disability, or veteran status.  Improper interference with the ability of Mandarin Oriental Hotel Group’s colleagues to perform their job duties may result in discipline up to and including discharge. 
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