
 
Human Resources Manager 

 
Wellington Management, Inc. is an established 38-year-old commercial real estate management firm managing a 
portfolio of 100+ commercial and residential buildings in 24 communities of the Twin Cities Metropolitan area.  
 
We are seeking a seasoned Human Resources Manager. As an HR Department of One, the Human Resources Manager 
implements all aspects of day-to-day HR with support from internal and external resources as needed, as well as provides 
development, oversight and implementation of human resources programs and practices.  This includes the 
implementation of HR policies, programs, and practices across the full spectrum of HR disciplines to create an engaging, 
inclusive, and compliant work environment that attracts and retains top talent.  This role will report to the CFO, with a 
dotted line relationship to the leadership team. 
 
Responsibilities 
 
Human Resources Day-To-Day Leadership 
• Oversee the implementation of Human Resources policies, programs, creating and ensuring a positive employment 

experience for WMI staff 
• Serve as a confidential resource for managers and employees 
• Respond to employee inquiries on topics related to their employment 
• Coach managers and staff on compliant HR practices; work with managers on enforcing policies appropriately 
• Manages the Admin team, consisting of the front desk and Payroll specialist  
 
Compliance/Administration 
• Stays current on all existing and new federal, state and  local labor laws, regulations and ordinances; ensures 

company compliance with such. Includes reporting requirements, required posters/postings and preparation of 
information requested or required for compliance with laws 

• Serve as partner with company General Counsel and primary contact with outside counsel and outside government 
agencies on employment issues; protects the interests of employees and the company in accordance with company 
policies and laws, regulation and ordinances; minimizes risk Responsible for Employee Handbook content updates; 
ensure polices comply with all federal, state and other local laws, regulations and ordinances 

• Ensures all positions within WMI are properly designated in accordance with the FLSA 
• Maintain all internal HR documents including the Employee Handbook, I9’s and other new employee paperwork, 

performance review forms, and employee files  
• Maintain accurate and up-to-date employee personnel files; ensure completeness of files and confidentiality of data; 

manage file retention according to applicable retention regulations 
• Ensure that HR systems meet appropriate confidentiality and compliance requirements 
• Manage employee leaves of absences in accordance with applicable laws (FMLA, MN Parental); manage/facilitate the 

Short-Term Disability process 
• Respond to employment verification requests and post-employment information requests (i.e., unemployment 

notices, reference checks, etc.) 
• Work with leadership to maintain a healthy & safe workplace, in conjunction with OSHA and Workers Compensation 
 
Talent Acquisition and Onboarding  
• Establish and lead WMI’s recruiting and hiring practices and procedures to recruit and hire a superior workforce 
• Work with managers to post positions, screen candidates/resumes and participate in the interview process  
• Conduct reference checks on all candidates; process background checks 
• Manage the offer process, including approvals, presentation of offers; maintain offer letters to ensure compliance 

with applicable laws  
• Oversee the new hire and onboarding process for WMI; conduct orientation and facilitate new hire paperwork and 

processes 
• Continually improve the recruiting and onboarding experience by reviewing and refreshing resources, tools and  

processes on an ongoing basis 
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Total Compensation 
• Be versed and knowledgeable about external market data to ensure appropriate base pay ranges for all positions; 

participate in external benchmark/survey requests   
• Benefits 

o Working with leadership and WMI’s benefits broker/team, monitor benefits trends and/or changes in benefit 
plans to ensure the best quality and value in benefit plans for WMI employees 

o Ensure new employees are provided with benefit information, facilitate their enrollment 
o Maintain Benefits system (EASE) 
o Coordinate and facilitate Benefit Open Enrollment and ensure timely enrollment changes 
o Assist with benefit questions and manage qualifying events through the year 
o Provide ongoing communications to all staff related to benefit updates and changes 
o Work with third party vendor to ensure COBRA processes are followed 

• Payroll 
o Enter and/or verify payroll data; ensure employees are recording their time as applicable by law  
o Track and manage PTO processes, balances and other PTO processes  
o Ensure employees are notified of all payroll and/or job changes in accordance with the MN Wage Theft Act 
o Work with third-party payroll agency on issues as needed 

 
Employee Relations 
• Determine and recommend employee relations practices necessary to establish a positive employer-employee 

relationship and promote a high level of employee morale and motivation 
• Coach managers in corrective action processes according to established disciplinary track; coach and train managers 

in their communication and feedback 
• Conduct investigations when employee complaints or concerns are brought forth 
 
Performance and Engagement 
• Performance 

o Review, guide, and lead the performance review process, development planning, and employee training and 
development programs 

o Support the organization on employee development to include training, development plans, and career pathing; 
provide organization-wide training on HR-related topics 

• Be a Culture Leader 
o Coordinate Activities Team   
o Support the organization with change management processes  
o Support the development of diversity, equity and inclusion efforts  
o Manage employee communication and feedback through such avenues as company meetings, employee 

satisfaction surveys, one-on-one meetings, and Intranet use 
o Identify opportunities to implement recognition programs and initiatives  

 
Exit Management 
Provide guidance and support related to employment terminations: 
• manage separation process 
• conducting exit interviews  
• provide employees with all relevant exit information  
• ensuring all systems/vendors are appropriately notified 
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Qualifications 
 
Required 
• Bachelor’s degree in HR, Business Administration, Organizational Development or related degree  
• 6-8 years of broad-based HR management experience; including experience in a Human Resources role that is 

responsible for the day-to-day HR functions 
• Knowledge and experience in employment law, compensation, organizational planning, recruitment, organization 

development, employee relations, safety, employee engagement, and employee development 
• Ability to stay current on all existing federal, state and local laws as they change and necessary requirements  
• Outstanding interpersonal relationship building and coaching skills 
• Ability to confidently manage conflict, interact with diverse personalities effectively, and manage difficult 

conversations 
• Strong verbal and written communication skills; ability to communicate effectively across all levels of the 

organization and exercise a high degree of professionalism and diplomacy to accomplish objectives 
• High degree of confidentiality, discretion and professional ethics 
• Ability to exercise initiative and demonstrate sound, effective judgment 
• Broad experience managing transactional and strategic aspects of HR, with an ability and interest to engage at a 

detailed level 
• Demonstrated ability to serve as a trusted, knowledgeable resource and a respected member of the leadership team 

able to lead with influence 
• Excellent computer skills in a Microsoft Windows environment; Experience with HR related systems 
• Experience in the administration of benefits and compensation programs and other Human Resources recognition 

and engagement programs and processes. 
• Excellent organizational and time management skills; ability to multi-task 
 
Preferred 
• SHRM or HRCI credential 
• Experience in an “HR Department of One” role  
• Active affiliation with appropriate Human Resources networks and organizations  
• Experience with Paychex and EASE 
• Experience working in the commercial/residential real estate industry 
 
To apply or to learn more about this opportunity, please e-mail your resume to our HR Partner  Gayle@Thrivetobe.com 
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