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ARVAC, Incorporated Human Resource Generalist


ARVAC Inc. is currently seeking an HR Generalist to serve within the Human Resource Department. ARVAC Inc. is a nonprofit community action agency that serves nine counties in the River Valley Area. The Corporate Office is located in Dardanelle, Arkansas and serves as the hub for all nine counties. Through ARVAC’s community-centered programs, we provide individuals with the tools necessary to become self-sufficient. The HR Generalist is housed within the Corporate Office and is responsible for job announcements, employee insurance and benefit maintenance, employee orientation and onboarding, HR filing, board compliance, employee relations, and assisting the Chief Compliance Officer with compliance of grants. The HR Generalist must be very well-organized, possess knowledge of basic employment laws, and have experience as a HR manager or HR assistant. ARVAC is an equal opportunity employer.

Introduction

The Human Resource (HR) Generalist manages the day-to-day office duties within the human resources department that includes but is not limited to employee benefits, onboarding and employee orientation, employee relations, HR and agency-wide communication, policies, handbooks, and employee services.

The following job junctions are not all-inclusive. Job duties may change as required by needs of the agency. You will assume the responsibility of assuring that you working under to understand your role in accomplishing the strategic goals and performance measures of the Agency.

Major Duties and Responsibilities

The HR Generalist works directly under and assists the Chief Compliance Officer in administration of agency policies, procedures, and programs; board compliance, policy and grant compliance, applicable by a wide range of state, federal, and local law. The HR Generalist carries out responsibilities in the following functional areas: employee benefits, training, employee relations, information systems, compensation, recruitment, interviewing, selection, evaluations, and employment.

Primary Activities

A. Posts job announcements and job postings internally and externally;
B. Recruits, reviews, analyses, and selects qualified applicants for posted positions;
C. Conducts interviews and extracts information from applications;
D. Develops a positive orientation and onboarding process for new employees; trains employees on rules, policies and procedures within the agency;
E. Manages the employee benefits program so that employees are educated and notified of eligibility dates for agency benefits;
F. Assists with policy development and documentation;
G. Assists in performance improvement and outcome measures;
H. Assists in the review of all job descriptions, creates new job descriptions for new positions or as needed;

I. Tracks employee evaluation periods;
J. Abides by all state and federal law regarding employment, civil rights, privacy, department of labor, national labor relations, etc.
K. Acts as a liaison between Chief Compliance and payroll;
L. Assist in workers comp claims, employee grievances, complaints, and reporting regulations;
M. Keeps employee records, benefits records, workers comp, etc. in excellent condition;
N. Assist in the development and implementation of personnel policies and procedures, prepares and maintains the employee handbook;
O. Participates in HR department goals, objectives, and systems;
P. Conducts recruitment effort for all personnel, interns, students, volunteers, etc.;
Q. Assist in evaluation of reports, grants, policies, procedures, etc.
R. [bookmark: _GoBack]Assists with reviews, monitoring, compliance audits, etc. as needed by the CCO;
S. Acts as assistant to the CEO and Chief Compliance Officer in areas of administration;
T. Conducts internal compliance inspections;
U. Creates written, oral, and professional reports to the CCO;
V. Conducts other related duties as requested; Skills/knowledge/Abilities
A. General principles and practices of human resource, employment law, discrimination laws etc.;
B. State and federal personnel laws, policies, and procedures;
C. Organizational management, payroll, and benefits;
D. Ability to interview and extract information from applicants;
E. Analyze information and recommend action;
F. Prepare oral and written reports; Controls Over the Position
The HR Generalist will work directly under and report to the Chief Compliance Officer. Once assignments are given, the incumbent is expected to carry them out with a minimum amount of supervision. Effectiveness is evaluated on the basis of the timeliness, quantity, and quality of work performed.

Qualification Standards

Education	High school diploma or its equivalency is required Related past work history, a plus

ADA Requirements (Essential Functions) Physical Requirements*
Sitting	.. 5-8 hours/day
Standing	.. 2-4 hours/day
Walking	.. 2-3 hours/day
Use of telephone	.. 2-3 hours/day
Working under pressure ............................................................................................................2-3-hours/day
Working rapidly for long periods	.. 2-4 hours/day
Use of keyboard/computer, printer, fax, copier	.. 4-5 hours/day
Position requires close work; finger dexterity; good vision, hearing, oral communication and critical thinking on a regular basis. May occasionally work longer than 8 hours/day.

· Cognitive or Mental Requirements
The following cognitive or mental requirements are necessary on a daily basis: Critical thinking; Reading; Writing; Mathematics; Drawing conclusions from written or computer generated materials; Analyzing data or report information; Creating methodologies for accomplishing a goal; Conducting research; Implementing recommendations by coordinating persons and/or other resources; Developing plans, procedures, goals, strategies, or processes Directing activities of others to accomplish a goal Clear verbal articulation

· Working Environment
Indoors, at a desk or in a vehicle for majority of the day Travel for Transport required Maximum hours per shift are noted Additional Notes This job description is only a summary and is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required by the employee. This document is subject to change at any time.
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