
 
POSITION DESCRIPTION 

 

Employee Name:  Position: Human Resources Generalist 

Supervisor: Director of Human Resources Core Hours: 8:30 a.m. to 4:30 p.m., occasional 
early morning/evening hours may be needed 

Department: Human Resources Division: Administrative and Financial Services 

FLSA Status: Exempt FLSA Exemption: Professional 

 Date:  11/09/2018 

 
Position Summary: 
The Human Resources Generalist is responsible for on-boarding and off-boarding administration of new 
faculty, staff and student employees to the College, new hire orientations, scheduling training, Human 
Resources Information System (HRIS) data entry, workers’ compensation administration, employment 
verifications, triaging general (tier I) HR, benefits and HRIS inquiries, assisting with departmental events and 
scheduling, and providing support and assistance to the full HR department. 
 
Essential Job Functions: 
 
Benefits 
1. Conduct benefit orientations for all new eligible employees at the College, and assist with enrollment 

changes throughout the year, and during open enrollment; 
2. Respond to tier I benefit inquiries, and determine when to escalate to another member of the HR 

department; 
3. Assist in the open enrollment process, assisting and participating in open enrollment and responding to 

open enrollment inquiries; 
4. Respond to Tuition Remission (TR) inquiries, and assist faculty and staff in understanding the benefit; 
5. Process, prepare and track Tuition Remission applications, working with Financial Aid and Student 

Accounts to ensure paperwork is timely, thorough and properly maintained. 
 
Employment 
1. Schedules and conducts new hire orientations to include new hire paperwork, W-4 information, I-9 

verification, ID photos, coordinates new hire training (including Title IX and sexual harassment 
training), and schedules campus tours through the Admission office; 

2. Sets up and attends job fairs (internal/external) as a representative of Albright as needed; 
3. Creates offer letters and status change letters for new employment and employment changes 
4. Provides employment verifications and manages the service provided through the Work Number. 
 
Human Resources Information System (HRIS) 
1. Enters new hire information into the HRIS; 
2. Updates/enters information into the HRIS; 
3. Assists managers with navigating the HRIS, and responds to general HRIS inquiries; 
4. Escalates higher-level HRIS inquiries to the appropriate personnel. 
 
Workers’ Compensation (WC) 
1. Assists employees who are injured on the job with information and resources; 



2. Provides injury and illness information to the Environmental Health & Safety Manager in a timely 
manner; 

3. Provides up-to-date information to employees who need medical attention so they can receive 
immediate and appropriate care for their work related injury or illness; 

4. Enters new injuries/illnesses into the WC carrier website; 
5. Maintains accurate OSHA tracking data as required by set OSHA standards; 
6. Maintains relationship with WC carrier, identifies and works to correct any issues with service delivery; 
7. Prepares annual summary of illnesses and injuries for review. 
 
General HR functions 
1. Assists with employment, benefit, satisfaction, and exit interview surveys, as needed and/or 

requested; 
2. Assists with forms management which includes, but is not limited to, updating and developing forms, 

as needed, and ensures a logical and organized electronic filing system; 
3. Provides cross coverage to HR staff members as necessary; 
4. Provides back-up coverage for HR staff during times of absence; 
5. Updates and maintains procedure guides for HR functions within area of responsibility. 
 
Other Essential Job Functions 
1. Represents the department at various functions (i.e. move-in day, commencement, HR events, etc.) 
2. Demonstrates ability to look for inefficiencies and offers suggestions to improve work processes and 

procedures. 
 
Physical Demands: 
The physical demands described below 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 regularly required to use hands to handle, or feel; 
reach with hands and arms; and talk and hear. The employee is required to stand; walk; sit; and is 
occasionally required to climb or balance; stoop, kneel, crouch, or crawl. The employee must frequently lift 
and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, peripheral 
vision, and ability to adjust focus. 
 

OCCASIONALLY-0-35% OF TIME FREQUENTLY-36-74% OF TIME CONSTANTLY-75% OF TIME 

Stand Sit  

Walk Lift/Carry/Push/Pull 0-10 lbs.  

Drive   

Reach   

Bend   

Climb   

Crawl   

Squat   

Lift/Carry/Push/Pull 11-50 lbs.   

 
 
Work Environment: 
The work environment characteristics described here are representative of those encountered while 
performing the essential functions of this job: The individual is routinely exposed to indoor conditions within 
a typical office environment, minimum outdoor weather and temperature extremes, and moderate noise 



level. Office lighting includes overhead fluorescent lighting. Employee will be exposed to long periods of 
sitting while focused on a computer screen. Working environment includes climbing stairs on a regular basis 
to reach office destinations. 
 
Qualifications/Prerequisites: 
 
1.  COMMUNICATION 

a. Ability to effectively communicate with various constituents of the College, students, faculty, staff, 
administrators and co-workers using strong and understandable language skills verbally, in reading, 
written work and comprehension; 

b. Solid and professional public speaking skills; 
c. Communication must be professional, consistent with College values, mission and culture; 
d. Must be able to read, speak, write, and fully communicate professionally in English. Ability to 

communicate in Spanish a plus, but is not required. 
 
2.  SKILLS 

a. Ability to read, analyze, and interpret directives and instructions; 
b. Solid working knowledge of current state and federal benefit laws and regulations; 
c. Ability to acquire working knowledge of College policies and procedures; 
d. Ability to perform simple and complex mathematical calculations; 
e. Ability to respond professionally to inquiries from students, faculty, staff, administrators, and external 

constituents in a timely manner; 
f. Ability to work honestly and with integrity; 
g. Ability to work with the highest level of confidentiality; 
h. Proficiency in MS Office applications (Word, Excel, Outlook) internet, e-mail, etc.; 
i. Experience in web-based shared sites (such as Google Docs or Office 365), highly desirable; 
j. Strong organizational and editing skills; 
k. High attention to detail; 
l. Ability to represent the department and College professionally; 
m. Excellent customer service skills. 

 
3.  EMPLOYMENT EXPERIENCE 

a. 2+ years’ of related Human Resources experience required; 
b. 2+ years’ HRIS management experience or database management experience required; 
c. 2+ years’ benefits experience required; 
d. 2+ years’ workers’ compensation administration experience preferred, and highly desirable; 
e. Professional experience working in an educational environment highly desirable. 

 
4.  EDUCATION 

a. Bachelor’s degree in related business field required (i.e.: business, HR, management, management 
information systems, etc.); 

b. Current HR certifications and up-to-date continuing education credits desirable. 
 
5.  LICENSES 

a. Valid driver’s license required (driving is an occasional requirement of the job). 
 
 
 
 

Employee             Date 



 

Supervisor             Date 
 

Vice President            Date 
 

Chief Human Resources Officer       Date 
 
This job description is intended to describe the general nature and level of work performed by people assigned to this 
classification.  It reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks 
that may be assigned. 


