
 

HR Generalist 
 
 

General Purpose 
The Human Resources Generalist coordinates and performs human resource related processes in 

the areas of recruitment, benefits administration, HRIS, records management, workers 

compensation and employee leave administration and other duties as directed. 
 

Skills and Qualifications 

Education and Experience:  

Bachelor’s degree required in Human Resources, Business or related field and three or more 

years of relevant experience OR an Associate’s Degree and minimum of seven years of direct 

Human Resources experience. 
 

Necessary Knowledge, Skills, and Abilities: 

-Demonstrated ability to work and communicate effectively with all levels of employees, union 

leadership and administration.   

-Ability to efficiently utilize computer applications required, including Word, Excel, PowerPoint 

and other HRIS applications.   

-A customer service focus is a must.  

-Person needs to demonstrate experience and knowledge of employment law and benefit 

administration with a commitment to honesty, integrity and confidentiality.   

-Must also possess the ability to make decisions without direct supervision. 
 

A complete job description is attached. 
 

Interested candidates should submit letter of interest and updated resume in Word or PDF format. All 

such information should be submitted to careers@northweststate.edu using “HR Generalist” as the 

subject line. 
  

________________________________________________________________________________ 
 

For a complete listing of current Employment Opportunities, visit www.northweststate.edu and click on “Community” then 

“Employment Opportunities.” 
 

Office of Human Resources 

Northwest State Community College 
22600 State Route 34 

Archbold, OH 43502 
 EOE   M/F/D/V 
 
Northwest State Community College is an Equal Opportunity Employer and educator that does not discriminate on the basis of race, color, national origin, sex, sexual 

orientation, genetic information, religion, age, disability or military status in employment or the provision of services. 

 

In accordance with the Americans with Disabilities Act, it is the policy of Northwest State Community College to provide reasonable accommodations to persons with 

disabilities.  When contacted for an interview, an applicant who requires special accommodations due to a disability should notify the Human Resources office at the 

time he/she is contacted so that proper arrangements can be made for the interview.  Posted:  05/06/16. This position is open until filled.  

  

 POSITION ANNOUNCEMENT 

mailto:careers@northweststate.edu


 
POSITION TITLE:  H.R. Generalist 

DEPARTMENT:  Human Resources and Leadership Development 

APPOINTING AUTHORITY: Director of HR and Leadership Development 

SUPERVISOR:  Director of Human Resources and Leadership Development 

GRADE LEVEL: Graded Level IV; Exempt 

 

GENERAL PURPOSE 

 

The Human Resources Generalist coordinates and performs human resource related processes in 

the areas of recruitment, benefits administration, HRIS, records management, workers 

compensation and employee leave administration and other duties as directed. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

1. Administer benefit programs including medical plan benefits, workers’ compensation, 

unemployment claims and disability. 

2. Coordinate the recruiting process for open positions including advertising, scheduling 

interviews, testing, preparing offer letters and record keeping. 

3. Prepare and coordinate the onboarding process for all new hires. 

4. Provide support and assistance the Director of Human Resources and Leadership 

Development as needed. 

5. Assist and preview the preparation and distribution of written and verbal information to 

inform employees of benefits, compensation, and personnel policies. 

6. Coordinate employee leave of absence documentation including FMLA. 

7. Coordinate and support the performance evaluation process. 

8. Mediate between benefits providers and employees by assisting in handling employees' 

benefits-related questions or fielding various suggestions. 

9. Coordinate on-campus employee training. 

10. Maintain records and compile statistical reports concerning personnel-related data and 

activates such as recruitment, transfers, performance appraisals, training and absenteeism 

records. 

11. Assist in analyzing statistical data and reports to identify and determine causes of 

personnel problems and develop recommendations for improvement of organization's 

personnel policies and practices. 

12. Assist managers in preparing and maintaining updated, detailed job descriptions. 

13. Maintain current seniority listings. 

14. Complete reports such as, but not limited to IPEDS, OACC Compensation and Benefits 

Survey, and the Ohio New Hire report. 

15. Plans and organizes employee events such as the employee recognition program and 

other celebrations. 

16. Conducts exit interviews. 

17. Creates new positions in the HRIS system as well as year end requirements. 

 



LEADERSHIP 
 

Assists the Director of Human Resources and Leadership Development in the development and 

administration of human resource related initiatives that support the college’s mission, vision, 

and strategic plan through various policies, procedures and practices.  

 

PERIPHERAL DUTIES 
 

● Perform all other duties as assigned by supervisor. 

 

DESIRED MINIMUM QUALIFICATIONS 

 

Education and Experience:  Bachelor’s degree required in Human Resources, Business or related 

field and three or more years of relevant experience OR an Associate’s Degree and minimum of 

seven years of direct Human Resources experience.  

 

Necessary Knowledge, Skills, and Abilities:  

Demonstrated ability to work and communicate effectively with all levels of employees, union 

leadership and administration.  Ability to efficiently utilize computer applications required, 

including Word, Excel, PowerPoint and other HRIS applications.  A customer service focus is a 

must. Person needs to demonstrate experience and knowledge of employment law and benefit 

administration with a commitment to honesty, integrity and confidentiality.  Must also possess 

the ability to make decisions without direct supervision. 

 

SUPERVISION RECEIVED 

This position reports to the Director of Human Resources and Leadership Development 

SUPERVISION EXERCISED 

None 

RESPONSIBILITY FOR PUBLIC CONTACT 

High visibility on campus, occasional contact with the general public 

 

LICENSING AND REGULATION 

Human Resource Certification preferred 

TOOLS AND EQUIPMENT USED 

General office equipment and computers 



PHYSICAL DEMANDS 

The physical demands described here 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, talk, and hear. 

The employee is occasionally required to walk; use hands and fingers to feel, handle or operate 

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

The employee must occasionally lift and/or move up to 30 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 performed primarily in an office setting. The noise level in the work environment is 

low to moderate. 

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. 

 


