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Job Description

Title:
HR Specialist



Code:                     
Division: 






Effective Date:   

Department:
Human Resources


Last Revised:   03/2019
GENERAL PURPOSE

The Human Resource Specialist is responsible for performing HR-related duties on a professional level.  This position carries out responsibilities in the following functional areas:  administrative, workforce planning and employment, HR development and training, performance management, onboarding, recruitment/employment, and employment law compliance. 
ESSENTIAL FUNCTIONS

Administrative Duties

· Answering employee questions, creating and distributing documents, providing customer service to organization employees, maintaining computer systems by updating and entering data, maintaining calendars of HR management team, compiling reports and spreadsheets and preparing spreadsheets.
Workforce Planning and Employment
· Implementing the organizations recruiting stategy which includes coordinating job posts, reviewing resumes, coordinating the interview panel, interviewing candidates and performing reference checks. Ensuring new hire orientation process is followed by informing new employees of job duties, responsibilities, schedules, working conditions, promotion opportunities, etc. and ensuring new hire paperwork is completed and processed. 

· Preparing or updating employment records related to hiring, transferring, promoting, and terminating

· Explaining human resources policies, procedures, laws, and standards to new and existing employees

· Serve as a liason for new employee questions and concerns
HR Development
· Conducting training sessions by scheduling and coordinating and or conducting on-the-job training programs

· Evaluating the effectiveness of training programs and maintaining records of employee participation in all training and development programs
· Administer employee incentive program and informative correspondence
Risk Management
· Developing and administering safety programs in coordination with HR Director
· Record Keeping: Conducting and ensuring safety inspections are being completed, maintaining accident records, and worker’s compensation claims
· Preparing reports as to remain in compliance with current policy and procedures in accordance to local, state and federal laws.
MINIMUM QUALIFICATIONS
1. Education and Experience:

a.  2-4 years of college with an emphasis in Human Resource Management, Business Administration or Public Administration or related field;




AND

b.  3 or more years work experience in human resources, including but not limited to basic HR functions and recruitment and selection activities, computer based records management, etc. 




OR

c.  An equivalent of education and experience; PHR or higher a plus.

2. Required Knowledge, Skills and Abilities:
Knowledge of human resource management theory, methods, and practices;   the legal environment related to human resource management; benefit, retirement, and compensation laws and guidelines; county department operations including applicable laws and regulations;  federal and state laws as they apply to personnel management practices.
Ability to communicate effectively, verbally and in writing; maintain quality work production while dealing with various deadline pressures; make basic decisions where established procedures do not always apply; perform complex mathematical computations; operate personal computer and apply various program applications related to word processing, spread sheets and desktop publishing; develop effective working relationships with supervisor, fellow employees, and the public.

3. Work Environment:

Incumbent of the position performs in a typical office setting with appropriate climate controls.  Tasks require a variety of physical activities such as walking, standing, stooping, sitting, reaching, talking, hearing and seeing.  Common eye, hand, finger dexterity required for most essential functions.  Mental application utilizes memory for details, verbal instructions, emotional stability and discriminating thinking and creative problem solving. 
