City of Chattanooga, TN

Classification Title:  Human Resources Generalist


	Department: 
	Human Resources
	Pay Grade:
	17

	Supervision Received From:
	
Deputy Director Human Resources

	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
N/A
	Established:

Revised:
	06/29/07

07/08/13


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for providing professional generalist human resources support and conducting job analysis. Duties include: creating job announcements and determining appropriate advertising mediums; conducting recruitment, selection, and interview activities, ensuring the use of appropriate selection devices; assisting with department projects; providing input into new or revised human resources policies and procedures; conducting research; and providing data analysis. May serve as the administrator for applicant tracking systems.  Work requires limited supervision and the use of independent judgment and discretion.
SERIES LEVEL:

The Human Resources Generalist is the fourth level of a four level human resources series.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Administers, coordinates, and analyzes human resources activities and serves as a liaison for the Department; monitors and ensures compliance with Federal, State, and Local laws, codes, rules, regulations, policies, and procedures.

· Coordinates and oversees the completion of assigned recruitments, from initiation through offer acceptance.

· Coordinates assessment centers and/or other complex candidate screening processes, working with consultants as needed and performing administrative work to facilitate projects.

· Performs job analysis and drafts job announcements and the selection process based on job analysis results.

· Analyzes highly complex and confidential issues, draws logical conclusions, and takes appropriate action by applying appropriate policies, procedures, and resources.

· Performs evaluations of human resource processing operations and activities and recommends improvements and modifications.

· Provides complex and technical information and interpretation of policies and procedures to employees and external customers related to human resources programs, processes, and activities.

· Initiates, receives, reviews, analyzes, maintains and validates the processing of human resources information.

· Conducts special studies, analysis, and research; prepares related reports; and, makes recommendations based on findings.

· Provides assistance in training programs as needed.
· Participates in/on a variety of meetings, committees, conferences, and other related groups in order to receive and convey information. 

· May serve as administrator of the applicant tracking system or other HR software administration.
· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Business Administration, Human Resources, or related field, and two years professional level human resources experience.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:

Knowledge of human resources principles and practices; classification and compensation principles; recruitment principles and practices; applicable Federal, State, and Local laws, ordinances, codes, rules, regulations, policies, and procedures; interviewing techniques; applicable automated HRIS software; applicant tracking systems; mathematical concepts; research methods; and, customer service principles.

Skill in facilitating and coordinating recruitment/promotional activities; analyzing jobs and updating job specifications; conducting studies and preparing sound recommendations; analyzing and interpreting policies and procedures; preparing written reports and business correspondence; using computers and related software applications; maintaining confidentiality; counseling employees on a variety of work-related issues; conducting interviews; interpreting and applying applicable laws, ordinances, codes, rules, regulations, policies, and procedures; analyzing problems, identifying alternative solutions, projecting consequences of proposed actions, and making recommendations in support of goals; resolving conflict; mediating difficult situations; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: reaching, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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