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   JOB NOTICE       
 

Date posted: November 5, 2019                                                Closing Date: November 16, 2019 or until filled 

 

APPLICATION PROCEDURES: Send letters of intent and resume via INDEED or to HR, Box HRGen. COMPASS 

Family and Community Services, 535 Marmion Avenue, Youngstown, Ohio 44502.   

 

Department:  Administration/ Human Resources  

 

Title:               Human Resource Generalist 

 
Salary $:       Full time with competitive salary and benefits based on experience. 

                     Primary shift day turn M-F, but may include evenings hours based upon Agency needs.  

Overview: 

The Human Resource Generalist is responsible for performing HR-related duties on a professional level and works 

closely with the Human Resource Officer and the senior management team in supporting COMPASS’ strategic plan, 

management team and staff members. This position will work closely with the Human Resource Officer and HR 

Administrative Assistant in carrying out responsibilities in the following functional areas: recruitment/employment, 

onboarding, payroll, benefits administration, unemployment filings, workers compensation, compensation, 401(k) 

administration, safety, employee relations, training, performance management, policy implementation, affirmative action 

and employment law compliance. 

Essential Functions: 

1. Conducts recruitment efforts for all exempt and nonexempt personnel, interns, volunteers and temporary 

employees; conducts interviews, new-employee orientations; writes and places advertisements for position 

openings internally and externally utilizing various community and on-line job boards. Additionally, attends and 

creates various Agency and community wide job fairs as a recruitment and candidate resource tool.  

2. Facilitates and directs pre-employment on-boarding processes in conjunction with the Agency’s policies and 

procedures and accreditation standards to include conditional and official offers of employment, coordination of 

all required pre-employment screens, reference checks, compensation and notifications to required Agency staff. 

  

3. Administers various human resource plans and procedures for all organization personnel; assists in the 

development and implementation of personnel policies and procedures; assists HR Officer in preparing and 

maintaining the employee handbook and the policies and procedures manual.  

4. Participates in developing department goals, objectives and systems.  

5. Work in conjunction with the HR Team to coordinate and develop required Agency wide training and 

development programs. 

6. Administers the compensation program; monitors the performance evaluation program and revisions as 

necessary.  

7. Manages and launches new hire (30, 60, 90 day) engagement surveys. 
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8. Performs benefits administration in conjunction with HR Officer, broker and on-line enrollment services, 

including open enrollment, claims resolution, change reporting and communicating benefits information to 

employees.  

9. Assists Human Resource Officer/ Administrator with 401(k) administration, including enrollment, reporting and 

applicable distributions of required participant notices.  

10. Performs and assists with various employee relations counseling and correspondence to include disciplinary 

actions.  

11. Reviews, maintains and creates Affirmative Action Plan and Cultural Competency Plans in conjunction with the 

HR Officer 

12. May assist with the required EEO-1 report annually; and maintains other records, reports and logs to conform to 

EEO regulations.  

13. Will work in conjunction with the HR Officer to compile and assists with accident investigation and interactions 

with injured workers, management, MCO’s, TPA’s and OBWC regarding new and current workers 

compensation filings and on-going claims.  Attends Industrial Commission hearings as needed. 

14. Will work in conjunction with the HR Officer to develop and maintains OSHA -300 log and required annual 

filings to ensure accuracy and compliance with required filings and regulations.  Assists the HR team with 

coordination development and management of COMPASS Safety Committee. 

15. Participates in administrative staff meetings, trainings and presentations. Attends meetings and seminars 

pertaining to the operations of COMPASS. 

16. Assist Payroll Specialist in providing current and accurate employee related documentation that may include 

performing specific back-up payroll specialist duties. 

17. Assists in evaluation of reports, decisions and results of department in relation to established goals. 

Recommends new approaches, policies and procedures to continually improve efficiency of the department and 

services performed.  

18. Maintains human resource information system records using electronic HRIS systems etc.  

19. Works in conjunction with the Human Resource Officer to ensure that the Agency maintains current compliance 

with federal, state and local employment and benefits laws and regulations.  

    

Qualifications:  

Education/Experience: A bachelor's degree in business, HR or related filed is required. Two- three years of HR 

experience is preferred. SHRM Certified Professional (SHRM-SCP) or SHRM Senior Certified Professional (SHRM-

CP) credential is beneficial. Specialized training in employment law, compensation, organizational planning, 

organization development, employee relations, safety training is beneficial. 

Technology:  Proficient in various MICROSOFT Office products, ADP HRIS/Payroll and applicant tracking systems.  

Miscellaneous: Criminal background check; Pre-employment drug screen; Clear driving record. 

Personal:  Strong written and spoken communication and presentation skills. Excellent interpersonal relationship 

building and employee coaching skills. Maintains global and cultural awareness and ethical integrity at all times. Strong 

computer skills, knowledge of Human Resources Information Systems (HRIS), Excel and demonstrated skills in database 

management and record keeping. Highly organized and efficient in daily tasks and time management.  

Physical Demands of Job: Normal activity which includes: Standing, walking, sitting for long periods of time.  

Exempt: Not eligible for overtime. 

 

AN EQUAL OPPORTUNITY EMPLOYER - SERVICE PROVIDED 

THROUGH AFFIRMATIVE ACTION 

EOE-M/F/H including persons with disabilities and veterans 

https://www.thebalance.com/secrets-of-great-communicators-1918463
https://www.thebalance.com/use-coaching-to-improve-employee-performance-1918083

