
 

 

Position Title:  Human Resources Generalist  

Reports To: VP of Operations 
Classification: Exempt 

WC Code: 8869 

Position Type: 3rd Level 

 

 

Major Responsibilities:  The coordination and management of the human resources functions of 

the institution.  Functional areas of this position include employment and hiring standards, benefit  

administration, regulatory, institutional and safety compliance.  This position supports upper level  

management in the administration of the institution from a human resource perspective. 

 

Specific Duties and Responsibilities: 
 

1. Read, understand and comply with the University’s mission, the catalog, the University’s 

policies and procedures, the Staff Handbook and institutional effectiveness process. 

2. Responds to communications (email/voicemail) on a daily basis. 

3. Maintain a thorough knowledge of the University’s policies and procedures pertinent to the 

human resources processes of the institution for University wide employees as well as 

students.  

4. Maintain a thorough knowledge of legal requirements and government reporting regulations 

affecting HR functions. 

5. Manage the staffing and recruitment process of the institution to fill vacancies ensuring 

paperwork associated with the hiring process is in order, up-to-date and complete. 

6. Perform background, drug and reference checks on all new employees during the hiring 

process. 

7. Perform background, drug and reference checks on current employees as needed.  

8. Process all personnel change documentation to include new hires, reinstatements, 

separations, promotions, demotions, layoffs and status changes as appropriate. 

9. Maintain the human resource information system and employee database. 

10. Handle report and resolve regulatory compliance issues of a Human Resource nature such 

as EEO, Workman’s Compensation, FMLA, unemployment claims, etc. 

11. Support and assist upper level management in the development, establishment and 

enforcement of institutional policies and procedures from a human resources perspective. 

12. Coordinate and maintain accurate employee files for the institution meeting regulatory 

standards. 

13. Act as the FMLA coordinator for the institution. 

14. Conduct new employee orientation and exit interviews. 

15. Assist upper level management and supervisors in employee related matters according to 

institutional policy and procedures, such as leave of absences, attendance, performance, 

discipline and grievances. 

 



16. Counsel and assist the Campus Deans with disciplinary action decisions and procedures. 

17. Attend and participate in conferences, events, seminars, training sessions of interest to 

Human Resources  

18. Identify, conduct and manage employee orientation, development, and on the job training of 

a general nature. 

19. Ensure compensation and benefits are in line with the Institutions policies and all Federal, 

State and local laws and legislation.  

20. Benchmark compensation and benefits. 

21. Support annual salary reviews. 

22. Coordinate employee safety, welfare, and wellness. 

23. Coordinate and process employee benefits and its documentation for the institution for new 

hires and existing personnel to include updates, changes, and separations. 

24. Coordinate annual open enrollment meetings, process open enrollment changes and act as a 

liaison between the benefits administrators/representatives and employees.  

25. Prepare and maintain the Personnel Policy and Procedures Manual for the Institution. 

26. Maintain all Staff and Faculty Handbooks up-to-date for the institution. 

27. Maintain all Department of Labor postings up-to-date.   

28. Support and participate in University Commencement Ceremonies. 

29. Participate in the self studies and committees conducted by the University. 

30. Performs other duties as assigned.         

            

If you like to apply online, please click on the link below: 

https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=0bb81b61-

1bb5-4110-a562-

39e04c9b9598&jobId=224231&lang=en_US&source=CC2&ccId=19000101_000001 
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