

JOB DESCRIPTION




	Job Title: Human Resources Generalist
	Job Code:  JE0049

	Department: Human Resources & OD
	Date Created: May 2001

	Grade:  J18
	Revision Date:   September 2003

	Summary: 

Administers all phases of Human Resources activities including: employee relations, recruiting, selection, data management, legal compliance, affirmative action, and equal employment opportunity programs.

	Principal Responsibilities: 

1. Maintains knowledge of legal requirements and government reporting regulations affecting human resources functions and ensures policies, procedures, and reporting are in compliance.
2. Advises management in appropriate resolution of employee relations issues, including harassment, sexual harassment, workplace violence, etc.  
3. Recruits, interviews, tests, and selects employees to fill vacant positions.

4. Ensures management understands the processes and procedures for interviewing, hiring, terminations, promotions, performance reviews, and safety.
5. Responds to employee inquires regarding policies, procedures, and programs.

6. Reviews performance evaluations to ensure effectiveness, compliance, and equity within organization.

7. Conducts exit interviews to determine reasons behind separations.
8. Maintains applicable employee relations and staffing databases.
9. Assists with gathering data for the annual Affirmative Action Plan (AAP).
10. Performs other related duties, including special projects, as requested or required.



	Reports to:  Manager, ER & Staffing

	Supervisor Responsibilities: None

	Education/Experience Requirements:
Bachelor’s degree in Human Resources, Business Administration or related field or the equivalent combination of education and experience.
Three (3) years experience working in human resources, which includes experience dealing with employee relations and conflict resolution, and recruiting experience.  A PHR or SPHR certification is desired.


	Competencies: 
(31) Interpersonal Savvy, (29) Integrity Trust, (1) Action Oriented, (3) Approachability, (25) Hiring and Staffing, (2) Dealing with Ambiguity, (62) Time Management, (12) Conflict Management, (67) Written Communications, (17) Decision Quality

	Travel: Less than 15%

	Environment: Office

	On Call:  N/A

	Physical Requirements: Sitting, Seeing/Hearing, Repetitive Motion: No, Lifting: N/A


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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