
HUMAN RESOURCE GENERALIST 

SUMMARY: 

The human resources generalist is responsible for performing HR-related duties on as 
professional level and works closely with the HR Leadership in supporting designated 
disciplines.  This position carries out responsibilities in the following functional areas; 
employee relations, training, performance management, payroll, onboarding, policy 
implementation, leave of absences, and employment law compliance. 

SPECIFIC DUTIES AND FUNCTIONS:  

➢ Maintains human resource information system records and compiles reports from the 
database. 

➢ Conducts new employee orientation. 

➢ Maintains communication with departments on all human resources related issues. 
➢ Administers various human resource plans and procedures for all Company personnel. 
➢ Assists in the development and implementation of personnel policies and procedures. 
➢ Participates in developing department goals, objectives and systems. 
➢ Administers the compensation program; monitors the performance evaluation program 

and revises as necessary 
➢ Handles employee relations counseling and exit interviewing. 
➢ Maintains Company organization charts and the employee directory. 

➢ Reports recommendations and alternatives to human resources strategy to higher level 
managers. 

➢ Represents organization at personnel-related hearings and investigations. 

➢ Works independently on objectives. 

➢ Receives very little supervision and is able to schedule priorities independently 
according to business needs. 

➢ Ensures that human resources needs are met in a timely manner at all times. 

➢ Is responsible for providing the highest level of customer service and accessibility to 
the managers and employees. 

➢ Performs other related duties as required and assigned. 

KNOWLEDGE, SKILLS & ABILITIES 

➢ Must have a Bachelor Degree in Human Resources Administration or related field background 
preferred.  

➢ Must have a minimum of 3-5 years of Human Resources experience. 
➢ Must have excellent presentation, written and verbal communication skills 
➢ Must have technical skills in Microsoft Office Proficiency (Word, Excel, PowerPoint, Outlook, 

and UltiPro). 
➢ Must have problem solving and decision making skills. 
➢ Knowledge of local, state, and federal employment laws. 
➢ Must have excellent customer service skills. 
➢ Ability to effectively build relationships with business partners. 
➢ Must be able to maintain confidentiality.


