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JOB DESCRIPTION

JOB TITLE: 

Human Resources Generalist
STATUS:

Hourly, Non-Exempt
REPORTS TO:
President
JOB SUMMARY

The Human Resources Generalist is responsible for supporting and administering a broad range of human resources functions for Exact Scientific Services, an employee-owned ESOP organization. This position serves as a primary HR resource to employees and managers and provides day-to-day guidance in the areas of recruitment and onboarding, employee relations, performance management, benefits and leave administration, HRIS administration, compensation, training, policy administration, employment compliance, and employee ownership education and support.

ESSENTIAL JOB FUNCTIONS:

1. Partners with hiring managers to support talent acquisition including creating and managing effective employment branding/advertising, recruitment programs, candidate screening, interviews and other hiring activities.

2. Manages new employee onboarding and orientation and ensures required employment documentation and training is completed. Manages Vestis to ensure new employees have uniforms and other needed supplies. Also manages off boarding activities to support a smooth, compliant exit.
3. Serves as the primary administrator and internal resource for the organization’s HRIS system (Paylocity) with responsibility for maintaining accurate employee data, maximizing system capabilities, improving HR processes, and supporting effective reporting and workforce analytics. 
4. Coordinates the organization's performance review process and supports supervisors in providing meaningful and timely employee feedback. Assists managers with establishing performance expectations, coaching employees, documenting performance concerns, and developing performance improvement plans when appropriate.

5. Assists with the development, review, and implementation of employee policies, procedures, and the Employee Handbook.

6. Develops, revises, interprets, and administers personnel policies and procedures.  
7. Actively participates in and drives the company culture through the organization. Coordinates various employee programs to support the culture.
8. Coordinates benefit programs with assistance from insurance broker.  Provides benefit information to employees, recommends and oversees benefit plan changes. Also coordinates COBRA administration.
9. Administers employee leave programs and coordinates compliance with applicable federal and Washington requirements.

10. Supports the development of an equitable compensation system by preparing and updating job descriptions, performing job audits, obtaining comparable salary information, and providing merit compensation system recommendations.
11. Supports the administration and employee communication related to the organization’s Employee Stock Ownership Plan (ESOP) including annual paperwork submissions.

12. Plays an active role in employee relations.  Assists managers and employees in resolving concerns; provides advice and counseling on a wide range of human resources subjects.  
13. Manages the Worker’s Compensation Program, including communications with the Department of Labor, coordinating the light-duty/return to work program, OSHA monitoring and reporting. Manages workplace safety program, including coordinating regular safety meetings and other safety requirements.
14. Maintains required employment records and ensure personnel files, medical records, and other confidential records are properly maintained and secured. Supports compliance with organizational quality systems and documentation requirements
15. Maintain current knowledge of federal, Washington State, and local employment laws and recommended HR practices. Respond to employee questions and provide timely, accurate HR information.

16. Serve as backup support for payroll processing as needed.

OTHER JOB FUNCTIONS:
17. Assists in the organization of company events, activities, and functions.
18. Performs other projects or functions as assigned.
WORKING CONDITIONS AND EQUIPMENT USED:

Work is primarily performed in a professional office and laboratory-related business environment. The position requires regular use of a computer and other standard office equipment and frequent communication with employees and managers. The employee may occasionally need to access laboratory or operational areas and must follow applicable safety, quality, personal protective equipment, and facility requirements when entering those areas. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position.
QUALIFICATIONS:
Knowledge and Skills

The successful candidate should demonstrate:

· Working knowledge of federal and Washington employment laws and HR practices.

· Knowledge of employee relations, recruitment, performance management, leave administration, benefits, compensation, and employment compliance.

· Strong HRIS aptitude and the ability to learn, configure, and maximize technology to improve HR processes.

· Ability to analyze HR data and develop useful reports and metrics.

· General knowledge of payroll practices and the ability to provide accurate backup payroll support.

· Ability to learn and communicate basic ESOP concepts and coordinate effectively with external ESOP professionals.

· Ability to interpret employment requirements and organizational policies and apply them appropriately to individual situations.

· Strong interpersonal skills and the ability to build effective working relationships with employees, supervisors, and organizational leadership.

· Ability to coach and advise managers.

· Strong written and verbal communication skills.

· Excellent organizational skills and attention to detail.

· Ability to manage multiple priorities and respond effectively to changing organizational needs.

· Strong judgment, discretion, and commitment to maintaining confidentiality.

· Ability to approach workplace concerns objectively and gather and evaluate relevant information before making recommendations.

· Proficiency with Microsoft Office and HR, payroll, benefits, and related business systems.


Education and Experience:

· Bachelor's degree in Human Resources, Business Administration, Organizational Management, or a related field preferred.

· Approximately four or more years of progressively responsible human resources experience, including experience independently handling multiple HR functions.

· SHRM-CP, PHR, or comparable professional HR certification is preferred.

· An equivalent combination of education, training, and relevant HR experience may be considered.

· Experience administering or serving as a primary user of an HRIS strongly preferred; Paylocity experience is highly desirable.

· Experience supporting payroll processing or payroll administration preferred.

· Experience with an ESOP or other employee-ownership structure is preferred but not required.

The statements contained herein reflect general details as necessary to describe the principal functions of this at-will position, the level of knowledge and skill typically required and the scope of responsibility, but should not be considered an all-inclusive listing of work requirements. Individuals may perform other duties as assigned including work in other functional areas to cover absences or relief, to equalize peak work periods or otherwise to balance the workload.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.


