
  
 

Human Resources Generalist 
 
SUMMARY STATEMENT:   
Responsible for coordinating and implementing the Human Resources functions of the 
organization. The Human Resources Generalist (HRG) is responsible for developing and 
executing human resources strategies in support of the overall business plan and strategic 
direction of the organization. The HRG is responsible for leading the development and 
implementation of human resource strategies that effectively support Hope Haven’s 
continuation and growth. The HRG develops, implements, and maintains Hope Haven’s 
human resources operating procedures, and oversees human resource compliance on the 
federal and state levels. The HRG is responsible for organizational compliance of federal and 
state laws and statues as well as established Hope Haven policies and procedures.  The HRG 
must demonstrate the ability to think broadly, across all functional areas, solve problems 
and make decisions in the best-interest of Hope Haven. 
   
ESSENTIAL FUNCTIONS:  

 Serves as subject matter expert on all human resources (HR) matters for Hope Haven 
leadership and employees.  Oversee the following processes:  Recruitment and 
Background Screening, Onboarding, Payroll, Benefits Administration, FMLA, 
Employee Records. 

 Plan and manage human resources functions including company policies and 
procedures, federal, state, and local law compliance, health and welfare benefits, and 
compensation.  Review and makes recommendations for improvement of HR policies, 
procedures, and regulations governing the employee handbook. 

 Interpret and explain HR policies, laws, standards, or regulations to staff.  Address 
and resolve personnel issues and conduct investigations as needed. 

 Manage employment recruiting, staffing, and training and development processes. 
 Oversee workplace safety policies and procedures. 
 Maintain employee records related to events such as hiring, termination, leaves, or 

promotions using human resources management systems software. 
 Maintains knowledge of industry trends and employment legislation, and ensures 

organizational compliance. 
 Perform other duties as assigned 

 
QUALIFICATIONS: 
 A High School diploma is required for consideration; Bachelor’s degree strongly 

preferred 
 At least 2 years of experience in an HR role with generalist responsibilities, including 

but not limited to: recruiting, on-boarding, benefits administration, payroll, FMLA, LOA, 
workplace safety, recognition & awards, and employee training 

 An effective communicator at all levels with strong oral, written, and persuasive skills 
 Proficiency in Microsoft Office products and excitement about the potential of technology  
 Demonstrated ability creating and implementing new processes to streamline and 

improve operational efficiencies 
 Participation in the Society for Human Resources Management organization (preferred) 
 

APPLY ONLINE 

https://www.hope-haven.org/
https://www.hope-haven.org/
https://www.hope-haven.org/employment

