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e\ 5 POSITION DESCRIPTION
TITLE: HR Generalist JOB CODE: 1533
DEP/DIV: Human Resources ESTABLISHED: 2006
REPORTS TO: Director of HR FLSA STATUS: Exempt
EMPLOYEE STATUS: Permanent/Full-time LOCATION: City Hall

SALARY/GRADE: Classification 7/ Group III
$70,000 - $118,787

GENERAL PURPOSE

Performs all functions under the supervision of the Director of Human Resources or designee.
Performs responsible and complex duties in Human Resources administration. Coordinates all
aspects of recruitment, hiring, and job development. Develops and facilitates a variety of
programs to maintain structure and consistency within the City and the public. Provides guidance
with respect to organizational development, policies and administration, employee relations, and
employee communications in support of the goals and objectives of the city, as well as general
management assistance.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Manages the full-cycle recruitment process, including posting and advertising job openings,
generating requisitions, reviewing applications and internal bids, interviewing candidates,
and coordinating selection processes.

e Conducts reference checks, background checks, drug screens, employment verifications, and
other required testing.

e Inform applicants of job duties, compensation, benefits, schedules, working conditions, and
promotional opportunities.

e Assists with scheduling, conducting, and scoring applicant tests.

e Assists with recruitment strategies, including online recruiting methods, job fairs, community
partnerships, and campus outreach.

e  Writes, reviews, and maintains job descriptions, forms, and recruitment documents.

e Maintains applicant tracking systems and documentation of applicant flow and selection
processes.

e Develops and manages temporary, internship, and volunteer staffing programs.

e Collaborates with management to identify personnel needs, job specifications, and hiring
recommendations.

e Assists with coordinating new hire onboarding, including documentation, training
requirements, testing, and orientation activities.

e Ensures accurate collection, maintenance, and secure handling of all recruiting, hiring,
onboarding, and exit documentation.

e Receives and assists with employee relations issues; provides guidance to managers on
personnel practices, policies, and employment law.
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Interprets and administers labor contracts; participates in labor relations activities and supports
HR leadership during contract negotiations.

Serves as liaison between department managers and union representatives.

Represents the Director of HR at meetings when requested.

Serves as a liaison to the City’s Police and Fire Board and attends related meetings.

Assists with scheduling and administering employee programs and events (e.g., flu shots,
lunch-and-learns, benefits sessions).

Assists with interpretation and implementation of City HR policies and procedures.

Manages the City’s SharePoint site for policies, ensuring timely updates and employee
communication.

Assists with the collection, review, and submission of records responsive to Freedom of
Information Act (FOIA) requests. Ensures accuracy, confidentiality, and legal compliance when
preparing HR-related FOIA responses.

Ensures HR practices comply with applicable federal, state, and local employment laws and
maintains in-depth legal knowledge.

May conduct or assist with conducting classification audits to ensure that jobs are properly
classified as exempt or nonexempt.

May guide and/or assist with performance, benefit, and compensation review and evaluation
processes.

Coordinates and processes unemployment claims, ensuring timely responses to state agencies.
Produces regular HR reports including but not limited to hiring/termination summaries and
finance committee reports.

Performs data entry, updates, audits, and ongoing maintenance within the HRIS to ensure
accuracy, completeness, and compliance.

Maintains personnel records, employee changes, compensation updates, and status changes.
Ensures data integrity through periodic reviews and reconciliation activities.

Runs reports and generates data necessary for compliance, HR operations, and management
decision-making.

Supports training of HR staff on HRIS procedures and system updates.

Performs other duties as assigned.

REQUIRED KNOWLEDGE AND ABILITIES

Requires ability to utilize various computer software programs including but not limited to the
Microsoft Office Suite.

Requires the ability to work effectively with statistical data, analyze that data, draw meaningful
conclusions, and apply those findings to decision-making.

Requires ability to research, develop and implement up-to-date personnel programs and
policies.

Requires extensive knowledge of employee selection processes, including testing methods,
procedures, and practices.

Requires extensive knowledge of the functions, procedures and organization as well as
governing laws.

Requires extensive knowledge of office management, practices, and procedures.

Requires skill in decision making.
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e Requires ability to communicate effectively both in oral and written form.
e Requires ability to maintain satisfactory relationships with employees, officials and the public.
e Requires ability to maintain confidentiality in all aspects of work.

QUALIFICATIONS

Bachelor's degree in Human Resources, Sociology, Psychology, Business Administration or
closely related field desired. Several years of progressively responsible experience in human
resources, including recruitment, employee relations, and policy administration. An equivalent
combination of education and experience which provides the required knowledge, skill and
ability will be considered.

SPECIAL REQUIREMENTS

Valid driver’s license.

TOOLS AND EQUIPMENT USED

Telephone, personal computer with appropriate software, copy machine, fax machine and any other
equipment that may come into common use or be necessary to perform needed tasks.

PHYSICAL DEMANDS

The physical demands described herein are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is frequently required to sit and talk or
hear. The employee is occasionally required to walk; use hands to finger, handle, or operate

objects, tools, or controls; and reach with hands and arms.

The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities
required by this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential functions.

The work is generally performed in an office environment and includes occasional site visits to
other businesses. The noise level in the work environment is usually quiet, except for office
equipment background noises; subject to frequent interruptions by telephone callers and walk-in
visitors. Occasional evening and weekend hours to meet deadlines; may travel to various City
locations to participate in presentations and/or meetings.
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SELECTION GUIDELINES

Formal application, rating of education and experience; oral interview and reference check; job
related tests may be required.

The duties listed above are intended only as illustrations of the various types of work that may be
performed. The omission of specific statements of duties does not exclude them from the position
if the work is similar, related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and

employee and is subject to change by the employer as the needs of the employer and requirements
of the job change.

DISCLAIMER

The above statements are intended to describe the general nature and level of work being
performed by an employee assigned to this position and are not intended to be an exhaustive list
of all responsibilities, duties and skills required of personnel so classified. The omission of
specific statements of duties does not exclude them from the position if the work is similar,
related, or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and
employee and is subject to change by the employer as the needs of the employer and
requirements of the job change.



