	
	
	



APPENDIX – G- Human Resources Service Officer Position
A.1 Human Resources Service Officer
A.1.1 The Human Resources Service Officer position will be responsible for be responsible for ensuring positive business relationships between services managers and their staff through gathering feedback within specifically CEO, Golden Words, Clark Hall Pub, The Tea Room, and Science Quest. They shall be hired at the discretion of the Director of Services.

A.1.2 The Human Resources Service Officer position will report directly to the Director of Services and meet with them on a bi-weekly basis at minimum. 

A.1.1 The Human Resources Service Officer shall be responsible for:
a. Assisting Director of Services in HR related duties
b. Acting as a resource for all service managers
c. Managing service feedback 
d. Be ingthe second person in contact if Director of Services is unavailable
e. Bringing any HR issues or complaints to Director of Services and Director of HR
f. Review ingStrategic Plans with each Service to ensure they are on the right path
g. Assisting in interservice collaborative work
h. Checking in with assistant managers for interservice collaborations and events.
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