
ICEBERG ENTERPRISES, LLC 
Job Description 

JOB TITLE:  Bi-Lingual Recruiter (Spanish/English)   PREPARED BY:  Suzanne Waha 
DEPARTMENT:  851 General Manufacturing     PREPARED DATE:  4-1-2022 
REPORTS TO:  Head of Human Resources    APPROVED BY:  Dean Honig 
FLSA STATUS:  Salary   APPROVED DATE: 4-1-2022 
LOCATION: Sturgis, MI – Main Plant 

Bi-Lingual (English/Spanish) Recruiter (Manufacturing) 

Iceberg Enterprises is a leading manufacturer of office furniture that fosters growth and 
collaboration for a lifetime. From concept to completion, every product we create is reminiscent 
of the cumulative depth of knowledge shared at Iceberg Enterprises.  Since we opened our doors 
in early 2000, we have grown from a start-up to a multinational brand recognized by consumers 
all over the globe. Our office furniture is routinely acclaimed for modern designs, longevity, and 
multifaceted functionality. 

Iceberg Enterprises currently seeks a Recruiter to work on-site at our Sturgis, MI manufacturing 
facility. 

This is a newly created position and will be responsible for recruiting technical and non-technical 
production positions and works closely with the Human Resources Manager to carry out 
responsibilities in the functional areas of recruiting, sourcing, new hire orientation, onboarding 
and affirmative action and employment law compliance. 

Essential Functions: 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

1. Source candidates as needed for technical plant positions and build a pipeline of candidates 
for entry-level positions.

2. Develop recruitment plan for key positions.
3. Conducts recruitment efforts for exempt and nonexempt personnel, students and temporary 

employees; conducts new-employee orientations; monitors career-pathing program; and
writes and places advertisements.

4. Conducts job fairs and open interviews on-site at plant.
5. Attends job fairs at off-site locations.
6. Provides presence in the community to source candidates and allow for networking

opportunities.
7. Develops and maintains various records, reports and logs to conform to EEO regulations

and assist in companywide communication initiatives.
8. Handles employee outplacement counseling and exit interviewing.
9. Participates in administrative staff meetings and attends other meetings and seminars.
10. Maintains company organization charts and the employee directory.



11. Maintains human resource information system records and compiles reports from the 
database. 

12. Maintains compliance with federal, state and local employment and benefits laws and 
regulations. 

 

Education and/or Work Experience Requirements: 
  

- High school diploma required. Three to five years of HR/recruiting experience required. 
Experience in manufacturing or distribution type setting preferred.  

- Must be able to work effectively in a fast paced environment. Must have excellent time 
management skills and ability to multi-task. Strong organizational skills and analytical 
reasoning ability is highly valued. 

- Must have experience sourcing, recruiting, and onboarding candidates.  
- Ability to speak, read, and write both English and Spanish fluently is required.  

 
Position Type/Expected Hours of Work: 
  
This is a full-time non-virtual position. Days and hours of work are Monday through Friday, 
usually 7:00AM to 4:00PM, but there is some flexibility. Occasional evening and weekend work 
may be required as job duties demand (less than 10%). Travel to and from factory and DC – located 
within same block may be required (less than 10%). Travel to locations for job fairs and other 
recruiting activities required (25 – 50%).  
 
JOB DESCRIPTION ACKNOWLEDGEMENT:  
I have received a copy of my job description and state that I have read and fully understand the requirements. 
 
I understand that this description is intended to be a general statement concerning this position and is not 
to be considered a detailed assignment. It may be modified by my employer as need arises at any time.  
Additionally, I understand that this job description will be a basis for evaluating my performance.  
 
I understand that failure to  meet  the  job  requirements  could  result  in  termination  of  my employment.   
 
 
_____________________________________________________________________________________ 
Employee Print Name          Employee Sign Name         Date 
 


