Position Description

Job Title: 
Human Resources Generalist
Department: 
Human Resources 


Status: 
Exempt



 


Salary Grade: 
Position Summary:
Under the supervision of the Human Resource Director, this position will assume responsibility for the benefit administration as well as other HR duties. 
Major Responsibilities:

1. Administers an effective recruitment program. Processes all new employees, assuring all legal requirements are met. Provides benefits orientation training for new employees.
2. Maintains human resource information system records and compiles reports from the database. Enters new employee information into HRIS system and assists with maintaining records. Processes status changes for current employees.
3. Manage the benefits for all staff to include retirement, insurance, workers’ compensation, COBRA and leave. Orient new employees on benefits available. Assist employees with benefit inquires.
4. Coordinates career development services to employees, including: trainings, webinars, and workshops.
5. Analyze benefits general ledger accounts on a monthly basis, determining and correcting out-of-balance accounts, and producing special reports as needed. Prepare monthly insurance premium expense reports for payment.
Other Responsibilities:

1. Administers various human resource plans and procedures for all company personnel; assists in the development and implementation of personnel policies and procedures; prepares and maintains employee handbook and policies and procedures manual. Assists with special projects, as necessary.
2. Develops and maintains affirmative action program; files EEO-1 report annually; maintain other records, reports and logs to conform to EEO regulations.
3. Maintains compliance with federal and state regulations concerning employment. 
4. Ensures the provision of quality services to clients through participation in the agency's Continuous Quality Improvement (CQI) process.
5. Displays competence and responsiveness to cultural differences present in both customer and employee population.
6. Other duties as assigned.

Reporting Relationship:

Position reports to: 
Human Resource Director 
Qualifications:

Knowledge:  Bachelor’s Degree in Human Resources or related field is preferred. 

Experience:  Two years of benefits administration experience required. Experience working as an HR Generalist strongly preferred. 

Skills/physical/working conditions:  The position requires excellent computer skills, precision in data entry, familiarity with accounting software, word processing, creating/maintaining Excel spreadsheets, and time management skills. Must be able to sit, speak, and stand for extended periods of time. 
Disclaimer Clause:

Job descriptions are not intended, and should not be construed, to be exhaustive lists of all responsibilities, skills, efforts or working conditions associated with this job.  They are meant to be accurate reflections of the principle job elements essential for making fair pay decisions.  This position description is not intended as a contract.  Employment is confirmed by a Letter of Employment.  North Carolina is an at-will employment state and Eliada is an at-will employer.
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