
 

Job Title: HR Generalist FLSA:  Exempt  

Department: Human Resources Reports to: CHRO 

Salary Grade: H9 Travel 
Required: 

Occasional 

Job Description 

Job Purpose (General Summary):  

The human resource generalist performs duties at the professional level in some or all 

of the following functional areas: employee recruitment, on-boarding, employee 

relations, training, benefits management, and HRIS functions. This position requires an 

extremely perceptive person who is capable of relating to individuals at all levels within 

the organization. The generalist must be sensitive to organizational needs, employee 

goodwill and the business needs. 

Essential Functions 

Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

1. Maintains all employee and applicant documentation as cited by governing 
agencies. 

2. Assists in Managing and tracking all employee disciplinary action. 
3. Manages recruitment tasks as needed (reviews applications, interviews). 
4. Willing to learn employee relations as a specialist.- in training. 
5. Assists in maintaining HRIS for employee personnel files. 
6. Learns the HRIS system as an expert for the organization. 
7. Maintains personnel file hard copy format. 
8. Ensures compliance with USCIS Form I-9 Employment Eligibility Verification; 

periodically audits Forms I-9. 
9. Monitors employee performance evaluations and ensures they are done in a 

timely manner (i.e., three months, six months, one year and yearly thereafter). 
10. May assist with reporting, maintaining and monitoring all workers' compensation 

case files; follows-up on open cases. 
11. Monitors employee eligibility for benefits plans. Reviews benefits with employees 

and processes enrollment, cancellation or changes. Organizes and manages 
annual open enrollment communications and election process. Maintains and 
distributes list of new and cancelled employees under each benefit plan. Verifies 
benefit billing accuracy and processes for payment. 

12. Administers COBRA for group health plans database. 
13. Leads employee wellness program 
14. Leads employee engagement initiatives in collaboration with fun the committee 
15. Participates with Fun committee in the employee recognition program 

Competencies 



 

1. Business Acumen. 
2. Communication. 
3. Consultation. 
4. Critical Evaluation. 
5. Ethical Practice. 
6. Global & Cultural Awareness. 
7. HR Expertise. 
8. Relationship Management. 

Supervisory Responsibility 

This position has no supervisory responsibilities. 

Work Environment 

While performing the duties of this job, the employee regularly works in an office setting. 

Physical Demands 

The physical demands described here are representative of those that must be met by 

an employee to successfully perform the essential functions of this job. 

While performing the duties of this job, the employee is regularly required to use hands 

and fingers to handle, feel, or operate objects, tools or controls, and reach with hands 

and arms. The employee is frequently required to stand, talk and hear. 

Position Type/Expected Hours of Work 

This is a part Time position. Three days per week from 8:00 a.m. to 4:30 p.m. 

Travel 

Local travel may be required for events 

Required Education and Experience 

1. Bachelor's or Master’s degree in Human Resource Management or the equivalent 

years of experience. 

2. Experience in the administration of human resource programs. 

Preferred Experience 

1. Human resource experience in this industry. 
2. Two to five years of HR generalist experience. 

Additional Eligibility Qualifications 

1. SHRM Certified Professional (SHRM-CP) or SHRM Senior Certified Professional 
(SHRM-SCP) certification preferred 



 

Other Duties 

Please note this job description is not designed to cover or contain a comprehensive 

listing of activities, duties or responsibilities that are required of the employee for this 

job. Duties, responsibilities and activities may change at any time with or without 

notice.  

 

Signatures 

This job description has been approved by all levels of management: 

Manager_______________________________________________ 

HR____________________________________________________ 

Employee signature below constitutes employee's understanding of the 
requirements, essential functions and duties of the position. I understand that any 
misrepresentation, falsification or material omission of information in this certification or 
my employment application may result in denial of employment or, if I am hired, my 
immediate dismissal from employment. 

 

Employee__________________________________ Date_____________ 

 

 

 

 

 

 


