
 JOB TITLE:  Human Resources Specialist*


EXEMPT: Yes                       



TITLE CODE:


SALARY LEVEL: M38             



DIVISION: Human Resources


RANGE: $31,000 - $38,100 - $45,200


DEPARTMENT: Human Resources


Evaluation Date:  




LOCATION: OBT


REPORTS TO: Director, Employee Relations

SHIFT: N/A       


*This job description supersedes any pre-existing job description for this position

SECTION I

SUMMARY:

Under the direction of the Human Resources Manager – Chicago Commons  the Human Resources Specialist  is a generalist position responsible for assisting in the day to day operations of the Human Resources function.  The overall responsibilities include but are not limited to; resolving employee relations issues, communications of HR programs, policies and procedures, Performs Human Resources related duties at the professional level and may carry out responsibilities in some or all of the following functional areas: employee relations, training, employment, labor relations, affirmative action and employment equity programs.  performance management, and compensation and benefits administration.  All work to be completed with minimum supervision and in accordance with Agency standards. 

SECTION II

ESSENTIAL DUTIES AND RESPONSIBILITIES include but are not limited to the following.  The company reserves the right to add to, delete, change or modify the essential duties and responsibilities at any time.

Partners with employees and management to communicate various Human Resources policies, procedures, laws, standards and government regulations. Responds to employee relation issues such as employee complaints, harassment allegations, and civil rights complaints.  Represents the agency for any unemployment claims. Facilitates and/or provides training (including orientation) to the workforce.  Administers health and welfare plans including enrollments and terminations. Processes required documents through payroll and insurance providers to ensure accurate record keeping and proper deductions. Serves as the Cobra Administrator for agency

Serve as contact for plan vendors and third party administrators. Determine the best plan options by working with the Third Party administrators. Coordinate transfer of data to external contacts for services, premiums and plan administration. Work effectively to make sure the plans run smoothly. Investigate discrepancies and provide information in non-routine situations.  Evaluate and revise internal processes to reduce costs and increase efficiency. Enrollments, terminations, changes, beneficiaries, disability, accident and death claims,  Gather employee data and oversee the processing of monthly billings and the preparation of vouchers for payment of administrative fees for all group plans.  Perform plan audits.

Maintains Human Resource Information System records and compiles reports from database.  . Assists in evaluation of reports, decisions, and results of department in relation to established goals. Recommends new approaches, policies, and procedures to effect continual improvements in efficiency of department and services performed. Maintains compliance with federal and state regulations concerning employment.  Participates in administrative staff meetings and attends other meetings and seminars.

Processing of liability claims resulting from chirldrens accidents and other general injury claims.  Annual United Way campaign coordinator. Primary Workmans compensation contact.  Maintains correspondence with insurance carrier and wage loss verifications.  Processing FMLA, Retirment plan contact

Serves as coordinator of the Chicago Commons Wellness Program.  This program was implemented in September 2007.  

Partners with the HR Manager in planning and coordinating staff events, i.e. holiday events, all staff picnics, etc.

Assist in implementing new staff trainings as well as conducting these trainings at Chicago Commons sites along with the HR Manager.

 
Administers, tracks and maintains records for FMLA for all staff of Chicago Commons.


Coordinates United Way Campaign for all staff.


** Aids Development Department by working Chicago Commons Fund Raising events**

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform.

While performing the duties of this job, the employee is regularly required to speak English, specifically, to communicate both in person and over the telephone.  The employee must regularly be able to read English proficiently.  The employee must regularly operate a word-processing system and therefore must be able to read, produce and transmit data on such a system.  The employee frequently is required to sit and use hands to finger, handle, or feel objects, tools, or controls. The employee is occasionally required to stand; walk; reach with hands and arms; and stoop, kneel, crouch, or crawl.

The employee must occasionally lift and/or move up to 15 pounds. Specific vision requirements include the ability to see at close range..

WORK ENVIRONMENT: 

There are no unusual environmental conditions.  The noise level in the fast-paced office environment is usually quiet.

SECTION III

MAJOR CHALLENGES:  Describe the most difficult types of problems or challenges you face in your job.  Be sure to mention the role played in special projects and any impending future developments that could  impact this position.

Prioritization of administrative and project work load so that multiple deadlines can be met.  Constant interruptions due to the multitude of responsibilities coupled with employees and managers seeking counseling and information.

Meeting the changing needs and the variety of personalities of the client to ensure quality client relations..Continually be attuned to maintaining the credibility & professionalism of Human Resources.

The ability to weigh the requirements of the business with client wishes, employee needs and government regulation and make it a win/win/win situation.  Requires excellent problem-solving and decision-making.  Each situation is unique.

SECTION IV

SECTION V

DECISION MAKING AUTHORITY:  Describe the authority permitted your position and freedom to take action in terms of which decisions you can make and which decisions you refer to others.  Indicate the extent to which these decisions are governed by objectives, policies or procedures.

SECTION VI

QUALIFICATION REQUIREMENTS: 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/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:

Bachelor's degree (B.A. or B.S.); and two to three years related experience and/or training; or equivalent combination of education and experience.  Human Resources experience required.  

LANGUAGE SKILLS:

Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents. Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community. Ability to write speeches and articles for publication that conform to prescribed style and format. Ability to effectively present information to top management, public groups, and/or boards of directors.

MATHEMATICAL SKILLS:
With the use of a calculator, ability to add, subtract, multiply, and divide using whole numbers, common fractions, and decimals. Through the use of a spreadsheet software package, ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

REASONING ABILITY:

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

CERTIFICATES, LICENSES, REGISTRATIONS:
Professional in Human Resources  or the Senior Professional in Human Resources is a plus.

OTHER SKILLS and ABILITIES:
Understanding of employee relations and employment law required.  Ability to provide internal consulting to Management.  Ability to weigh the need for confidentiality and the need-to-know as it relates to communication of information.


EMPLOYEE SIGNATURE:


            

DATE: March 1, 1994


MANAGER SIGNATURE:                                  



DATE:             


HUMAN RESOURCES SIGNATURE:




DATE:
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