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Job Title: HUMAN RESOURCES REP 1-NC     

 

SUMMARY  
Provides support in driving human resource based projects, programs and initiatives. 

Responsible for developing collaborative relationships with client group(s) that fosters 

employee growth at the entry level up to mid manager level.  Partners with HR services 

areas (recruiter, talent acquisition and compensation) to fill open job requisitions and 

ensure fair and equitable pay throughout the client group(s).   

 

ESSENTIAL FUNCTIONS 
 Provides first line support to employees and line managers by answering inquiries and 

policy questions. 

 Develops an in-depth knowledge of organizational structure and employee functions 

within the assigned client group(s); develops business relationships with entry-level 

employees up to mid-level managers, understanding their needs as an organization.   

 Partners with the Business, Compensation ,Talent Acquisition and temporary 

agencies  to fill regular, seasonal and temporary job openings. 

 Participates on the interview teams; offers suggestions/recommendations to hiring 

managers regarding interviewed candidates.  

 Conducts exit interviews for terminated employees; reviews details with HR 

Manager.  

 Partners with the corporate medical and workers' comp department to manage leaves 

of absences such as FMLA/CFRA/medical/personal leaves/workers' compensation, 

job accommodation, medical leave, or return to work cases. Documents complaints of 

harassment or discrimination; conducts or participates in investigations; reviews 

details with HR Manager.   

 Instructs team leaders and mid- level managers on how to handle performance issues 

(includes documentation assistance and legal review).  

 Participates in identifying high potential employees and mapping out their career 

paths. 

 Recognizes training needs of employees; ensures that the necessary training is 

provided. 

 Provides instruction to employees on how to complete self-assessments; coaches 

people managers on how to complete and deliver performance assessments.  

 Ensures understanding and consistent application of CBA, department/corporate 

policies and all federal and state regulations. 

 Educates employees and answers questions regarding compensation practices, 

benefits, and the competencies required for corporate advancement.  

 Provides support in rolling-out HR initiatives, activities, programs, policies and 

events (Total Rewards Programs, Open Enrollment, Employee Engagement Survey, 

United Way Campaign, Wellness Efforts, Town Hall’s, Kickoff Meeting, Company 

Family Picnic, Annual Required Training).Conducts I9 Verifications and Hourly and 

Seasonal New hire Orientations. 
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 Receives and processes employee change requests and processes paperwork 

(promotions, transfers, re-organizations, lay-offs, and termination processing). 

 Provides information to client group managers regarding the corporate Performance 

Incentive Program (PIP) and the Annual Salary & Hourly Planning process; 

collaborates with the compensation department to drive the program and process. 

 Develops an understanding of the Human Resource Planning (HRP) process. 

Maintains highest levels of confidentiality/sensitivity to HR related matters and 

information. 

 Maintains satisfactory attendance, to include timeliness. 

 Responsible for understanding and complying with applicable quality, environmental 

and safety regulatory considerations.   

 This job description reflects management’s assignment of essential functions; it does 

not prescribe or restrict the tasks that may be assigned. 

 

SUPERVISORY RESPONSIBILITIES 
N/A 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill and ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

MINIMUM QUALIFICATIONS 
 High school diploma or State-issued equivalency certificate.   

 Bachelor’s degree or 4 years of human resources experience reflecting increasing 

levels of responsibility.  

 Bilingual in Spanish. 

 Experience handling sensitive and confidential information.  

 Required to travel to various facilities. 

 

PREFERRED QUALIFICATIONS 
 Bachelor’s degree plus 3 years of human resources generalist/representative 

experience reflecting increasing levels of responsibility. 
 Experienced with Union Workforce and Collective Bargaining Agreements  

 Experience reading and interpreting documents such as safety rules, corporate 

policies, operating and maintenance instructions, and procedure manuals.   

 Experience writing routine reports and correspondence.   

 Experience speaking effectively before groups of customers or employees of an 

organization. 

 Skilled in the use of MS Word, MS PowerPoint and MS Excel at an intermediate 

level; Experience with PeopleSoft.  

 Experience working on special projects. 
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 Experience responding to common inquiries or complaints from customers, 

regulatory agencies or members of the business community.   

 Experience effectively presenting information to customers, employees or 

management within an organization. 

 Experience completing and evaluating assignments, requiring originality and 

ingenuity. 

 Knowledge of fundamental concepts, practices and procedures of this particular field 

of specialization. 

 Skilled in adding, subtracting, multiplying, and dividing in all units of measure, using 

whole numbers, common fractions, and decimals.   

 Skilled in computing rate, ratio, and percent and drawing and interpreting bar graphs. 

 Experience defining problems, collect data, establish facts, and draw valid 

conclusions. 

 

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 feel and talk or hear.     

 

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 noise level in the work environment is usually moderate. 
 

 


