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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



HR Specialist
	Job Title:
	Human Resources Specialist
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	Vice President, Human Resources

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Under minimal supervision, this position provides project support for a variety of Human Resources programs and processes.  This position also provides general human resources support for staffing and on-boarding processes, learning and development, performance management, compensation, benefits and other HR related functions.
Essential Duties and Responsibilities

1. Works independently on complex special projects in a variety of human resources program areas including but not limited to:  Learning and development, performance management, social media, colleague engagement, Company contests and programs to support wellness including smoking cessation program.
2. Assists with all routine HR functions in areas including but not limited to:  Answering HR questions, benefit enrollment, entering and processing new hire, change and termination information, background checks, temperature checks, processing/reading performance reviews, HR form updates, Handbook updates.

3. Reviews resumes and forwards to appropriate manager.  Manages applicant tracking.
4. Maintains corporate Facebook page.  Recommends changes to HR section of Company XYZ website and works with IT department in making updates.
5. Creates and publishes company newsletter.  Solicits articles from managers and colleagues.  Edits all contributions to newsletter and writes articles as needed.
6. Completes various company applications including but not limited to _________________________________.

7. Responds to all unemployment claims.  Coordinates participation at hearings with managers, unemployment service and Hearing Officer. Attends all hearings.
8. Manages Workers’ Compensation cases.  Intakes claims, files First Injury Reports and communicates with colleague and claims adjuster as necessary after claim has been filed.
9. Develops and manages Company contests.  Researches ideas/costs for prizes and ensures winning colleague receives prize.
10. Develops HR training presentations (including benefits, workplace violence, interviewing, and documentation).
11. Manages Colleague Survey and creates all statistical reports for overall Company results and for each location.  Prepares PowerPoint slides for each location to be presented to colleagues.
12. Assists with the management of employee relations programs to ensure compliance with policies and practices.  May research and respond to colleague questions and concerns.  May research federal and state laws to ensure Company XYZ policy compliance and writes/revises Handbook policies as necessary.
13. Provides ad hoc reports to assist human resource management in decision making.  Helps to identify trends and potential issues based on HR metrics.
14. May act as an informal resource for less experienced colleagues.
15. Performs other duties and responsibilities as requested or required.
Job Skills Requirements
· High level of organization and time management skills

· Excellent written communication skills

· Excellent computer skills required (good knowledge of Outlook, MS Word, Excel, PowerPoint and Publisher)

· Must have high level of discretion and ability to handle sensitive and confidential information appropriately

· Attention to detail

· Excellent interpersonal skills

· Ability to work independently, multi-task, and prioritize

Education Requirements
· Bachelor’s degree or equivalent experience

Experience Requirements
· Minimum of four years of relevant experience; previous experience in human resources preferred

Certifications & Licenses

· Professional Human Resources (PHR) certification a plus

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; use hands to finger, handle, or touch objects; and talk or hear. The employee is occasionally required to stand, walk, climb or balance, and taste or smell. The employee must frequently lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, depth perception, 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 position is an office-based position.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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