
HUMAN RESOURCES GENERALIST – HUMAN RESOURCES 

 

GRADE:  9 Non-Exempt   REPORTS TO:  Director of Human Resources 

 

POSITION REQUIREMENTS:  Associates degree preferred; high school diploma required.  

Prior knowledge of principles and practices of human resources preferred.  Requires effective oral 

and written communication skills, excellent interpersonal skills and computer literacy.  Must have 

valid driver’s license and willing to work a flexible schedule.  

 

SUMMARY OF DUTIES:   Will assist in activities that relate to employee benefits, record 

keeping, compensation, risk management and employee relations.  

 

DUTIES AND RESPONSIBILITIES: 

 

1. Under the direction of the Director of Human Resources, will oversee the day-to-day 

operations of the Human Resources office. 

2. Assists and advises company leaders and team members with human resource issues 

and assists in facilitating actions to resolve matters and escalate them as appropriate 

to members of management. 

3. Ensures that all human resources practices and objectives provide an employee-

oriented, high performance culture. 

4. Posts and advertises open positions, assists in recruitment process at job fairs, and 

composing offer letters for new hires. 

5. Responsible for all related applicant tracking for compliance. 

6. Conducts interviews as required and assists staff members in identifying and creating 

job-related interviews questions. 

7. Conducts all post-offer compliance checks including criminal and driving records; 

coordinates scheduling for all post-offer physicals, drug testing, TB vaccines and Hep 

B vaccines. 

8. Responsible for the coordination of employee orientation, training and onboarding. 

9. Responsible for records management for all personnel, medical, family medical leave 

and worker’s compensation files. 

10. Develops and maintains good relationships with colleges, employment agencies and 

other recruitment resources. 

11. Assists in providing research and compiling statistical information for use in 

implementation of procedures and policies. 

12. Assists in administration of compensation program; helps to monitor performance 

appraisal process. 

13. Communicates with physicians, providers and supervisors concerning worker’s 

compensation and post-accident physicals, and completes initial claims processing as 

needed. 

14. Using universal precautions and following safety and DOT and Non-DOT guidelines, 

may be required to perform collection for urine drug screening, both observed and 

unobserved, and conduct breath alcohol testing. 

15. As needed, may be required to ensure all collection paperwork is completed 

accurately with all necessary information related to specimen collection utilizing 

standard practices in handling specimens and chains of custody. 

16. May assist with monitoring and maintaining supplies needed to conduct required 

drug and alcohol testing for the Agency. 

17. Maintains strict confidentiality in issues relating to the agency, clients and 

employees. 



18. Completes special projects and other agency-related duties as assigned. 

 

KNOWLEDGE, SKILLS, AND ABILITIES: 

 

1. Excellent presentation, communication and interpersonal skills 

2. Able to work alone or on a team in a demanding work environment. 

3. Ability to establish and maintain healthy working relations with people in course of 

work. 

4. Demonstrates excellent confidentiality practices relative to agency, clients and 

employees. 

5. Demonstrates strong work ethics, excellent organizational and problem-solving 

skills. 

6. Must be able to drive and possess a valid driver’s license. 

7. Ability to work flexible hours as Agency’s needs arise. 

8. Proficient in MS Office and HRIS programs. 

 

 


