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Human Resources Generalist

	Department:
	Human Resources	
	Reports To:
	Human Resources Director
	Division:
	Human Resources	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	11	
	Revision Date:	
	11/24/2014


GENERAL STATEMENT OF JOB

The City of Centennial is seeking a human resources professional with experience in a broad range of human resources functions. We are seeking an individual who thrives by owning challenging projects, delivers thoughtful results, has a desire to help our employees embrace our Strengths-based culture, and fosters positive change and who is always seeking ways to contribute additional value to the role. 

This person will have demonstrated the ability to be flexible, solution-oriented, and perform analytical, technical and administrative duties in support of all human resources functions including Benefits, Compensation, Employment and Selection, Employee Relations, Performance Management, and Training and Development. 

The successful candidate will bring exceptional collaboration skills and a focus on Strengths and Employee Engagement. This person will be self-directed, highly responsive and maintain a customer-service orientation while embracing innovation, partnership, and diversity.  

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Specific duties in the HR core functional areas include, but are not limited to: 

Position Classification and Compensation: 
Assists with evaluation of organizational needs and recommends and develops appropriate actions 
Assists in the research and analysis of classification and compensation data 
Recommends pay while considering internal and external market factors 
Assists in conducting job evaluations, pay reviews, bench-marking, and compensation surveys 
Assists in maintaining and updating annual pay plan 
Employment and Selection: 
Consults with managers to identify staffing needs, aids with recruitment/selection and helps to ensure fair, legal and consistent hiring processes are followed 
Drafts job postings, advertises and screens applications 
Collaborates with hiring managers to select and retain qualified individuals 
Assists with interviews, and coordinates final selection processes including applicant screenings and background checks 
Schedules and conducts employee orientation and other training courses 
Benefits/Reporting: 
In conjunction with Payroll, processes new hires, pay, benefit selections, position changes and other personnel actions
Assists with open enrollment, including coordinating open enrollment meetings; coordinates leave administration, including FMLA 
Maintains information databases and produces summaries, comparisons and analytical reports as requested 
Completes annual benefits surveys
Employee Relations: 
Supports employee relations through Engagement activities, staff and manager interactions and assessments of staff satisfaction
Functions as an advocate, participant and contributor for the City and its programs 
Makes recommendations for conflict resolution and improved performance 
Organizational Development
Participates as key partner by promoting Strengths and Employee Engagement through consultative opportunities with staff and managers and by incorporating these initiatives into all aspects of the HR program
Administrative Support: 
Provides administrative and clerical support and office duties to the Human Resources Director in a politically sensitive environment
Prepares and/or edits correspondence, memorandums, reports and related documents 
Assist with gathering and analyzing related HR metrics 
May perform additional duties as assigned

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 connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge: 
Knowledge of human resources processes and procedures; personal computer and related software applications including word processing, data base, and spreadsheet applications.

Abilities: 
Ability to analyze data and make appropriate recommendations. 
Strong organizational skills and attention to detail. 
Ability to establish and maintain effective working relationships with City Council,  employees, citizens and managers; handle sensitive situations with tact and diplomacy; make accurate arithmetic calculations and keep detailed records; set priorities and work with minimal supervision; interact knowledgeably with staff and public in person and by phone. 
Commitment to maintaining absolute confidentiality. 

Skills: 
Strong interpersonal and customer service skills. 
Displays an appropriate sense of urgency and bias for action. 

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Education: Bachelor's Degree in Human Resources, Business Administration or related field. 
Certification: A Professional in Human Resources (PHR) or Senior Professional in Human Resources (SPHR) 
Experience: Preference will be given to those who have performed as an HR Generalist, and with a focus in the areas of recruitment and benefits. 
Knowledge: HRIS systems and NEOGOV. 

Minimum Qualifications: 
Education: Associates degree or two years college level course work 
Experience: At least 3 years in the human resources profession. An equivalent combination of education, training, and experience that demonstrates the required knowledge, skills, and abilities may be considered.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
[bookmark: _GoBack]Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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