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          ANNOUNCEMENT OF

OPEN POSITION

POSITION:


HUMAN RESOURCES SPECIALIST
LOCATION:



ADMINISTRATION

RESPONSIBLE TO:

HUMAN RESOURCES DIRECTOR
GRADE:



5/NON-EXEMPT

QUALIFICATIONS:

· High school diploma or GED. 
· At least two years of experience or post-secondary education related to the human resources function or other business field.
· Must be proficient in the use of common office equipment 
· Experience utilizing Microsoft Word and Excel.  
· Good verbal and written communication skills and the ability to interact with all levels of staff and public.  Experience facilitating staff training sessions is helpful.
· Ability to work independently with attention to detail. 
RESPONSIBILITIES:

1. Assist with the 2020-2021 implementation of the HR/Payroll data system. 
a) Work with implementation team to set up timekeeping systems.

b) Provide training to current and new staff on the system.

c) Act as liaison to ensure efficient utilization of the system.
2. Assist with developing and maintaining and executing a consistent onboarding and orientation process for all new permanent hires.  
3. Provide recommendations to the Director of Human Resources on training programs, trouble areas and other opportunities.
4. Respond to employee inquiries with regard to workers compensation and disability claims, Family and Medical Leave, NYS Paid Family Leave, and other types of paid or unpaid leave.  Coordinate with the Benefits Administrator to ensure the completion of forms relating to leave requests.
5. May assist Human Resources Director, Recruiter and Benefits Administrator with tasks specific to the department, e.g.: letters, memos and other correspondence; employment verification; checking records and other information.
6. Maintain confidentiality.

7. Perform all other duties as assigned.

8. Adhere to relevant health and safety polices and procedures

EQUAL OPPORTUNITY EMPLOYER
POSTED INTERNALLY:


NOVEMBER 16, 2020
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