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Human Resources Generalist, Recruitment & Administration 
Full-Time Temporary 
18 months (with possibility of extension)


Fairhaven Long Term Care (Fairhaven) is located in the heart of the Kawartha’s, a beautiful place to live and work, surrounded by natural beauty and a mere 90 minutes north-east of Toronto. Fairhaven is proud to be one of the leading-edge Long-Term Care Homes in Ontario, currently offering an exciting opportunity within our management team.
We are seeking an experienced Human Resources Generalist to join our compassionate, caring, and forward-thinking group of professionals. Fairhaven offers an extraordinary, dedicated, and considerate work environment that demonstrates core values while offering excellence in healthcare with a primary overall focus of improving the lives of our residents every day. This is an 18-month contract position with the possibility of extending.

Fairhaven is committed to providing a positive and healthy work culture through consistent collaboration, open communication, along with ongoing training and professional development opportunities throughout our organization.

POSITION SUMMARY

Reporting to the HR Manager, the HR Generalist, Recruitment and Administration leads and coordinates strategic and operational activities that focus on Recruitment and Selection, Employee Relations, HR Administration, and HR Generalist functions while operating in a consultative relationship with organizational leadership. These responsibilities shall be carried out in accordance with Fairhaven’s mission, vision, values and leadership philosophy, policies and procedures, collective agreements and applicable legislation and regulations.

RESPONSIBILITIES

· Support Attendance Support Program including generating and delivering monthly attendance letters, providing coaching and counselling, tracking trends and participates in employee meetings as required.
· Support workplace health and safety programs, training compliance, and employee wellness initiatives.
· Plan and participate in the recruitment and selection of new employees. This includes organizing career fairs, conducting interviews and providing coaching and counselling to managers and supervisors.
· Manages and overseas the internal and external job posting process, including creating postings and determining the successful applicants.
· Lead the new employee general orientation and onboarding ensuring a resident focused approach.
· Coordinate and administer employee exit interview and provide management with analysis and recommendations.
· Process paperwork related to new hires, terminations, changes to employee information ensuring information is provided to Payroll and is accurately entered into the HRIS.
· Create and maintain employee files and electronic records in the HR system and produce reports as needed for the Management team.
· Deactivate files for employees who have resigned, retired, or been terminated.
· Archive employee files at the end of the calendar year and document shredding timelines for inactive employees.
· Lead organizational events such as Service Awards, staff appreciation, and engagement events.
· Compile and report Human Resources information such as headcount, CNO eligibility, turnover, etc.
· Provide coaching and counselling to managers, supervisors and staff on Fairhaven’s policies and provide collective agreement interpretation, ensuring both are applied fairly and consistently.
· Participate in other work-related duties as assigned.
· HR Administration & Correspondence: Draft and maintain HR documentation and correspondence, including employment verification letters, offer letters, and disciplinary notices. Ensure accuracy, confidentiality, and compliance, demonstrating strong attention to detail and excellent written communication skills.

QUALIFICATIONS

· Undergraduate degree in Business Administration, Human Resources, or equivalent. CHRP designation is an asset.
· Three to five years progressive experience.
· Experience with Adult Education practices preferably in a long-term care environment an asset.
· Effective communication, problem solving, and conflict resolution skills.
· In-depth knowledge and understanding of Ontario Labour and Employment Legislation, Ontario Human Rights Code, Employment Equity Legislation, Ontario Occupational Health and Safety Act, and the Home's Collective Agreements.
· Ability to interpret Collective Agreements.
· Proficient in a variety of computer applications and experience with UKG an asset.


Interested candidates are invited to submit their resume and cover letter to careers@fairhavenltc.com. Applications will be accepted until the position is filled. Fairhaven does not use artificial intelligence (AI) tools to screen, assess, or select applicants during the hiring process.

We appreciate all applications; however, only those candidates selected for an interview will be contacted. Please note employment with Fairhaven will be contingent on receipt of a police and vulnerable sector screening free of criminal activities and satisfactory to Fairhaven’s screening policy. Fairhaven is an equal-opportunity employer; accommodation will be provided in accordance with the Ontario Human Rights Code.
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