Lewiston School Department

Job Description

Position Title:
HR Generalist I  (SMN-6)

Department:
Human Resources

Reports To:
Director of Human Resources

Prepared By:
Human Resources Dept.

Date:  
12/01/15; rev. 9/16/2022
Approved By:
Superintendent of Schools

Date:
12/01/15
SUMMARY:  Under the direction of the HR Director, collaborates with the HR Generalist II to administer all employee compensation and benefit programs for Lewiston School Department.  Serves as confidential assistant for all Human Resource functions.  

ESSENTIAL DUTIES AND RESPONSIBILITIES Other duties may be assigned.

· Answers incoming telephone calls, directing them as necessary.

· Greets and welcomes all visitors to the Dingley Building, assisting as appropriate.

· Distributes incoming mail and prepares outgoing mail for pickup.

· Processes all volunteer forms.

· Processes all Authorization for Release of Information forms and performs criminal background checks. 

· Supports in other areas of HR, as necessary.
· Updates employee files to document personnel actions and to provide information for payroll and other use.
· Tracks employee contracts for use in payroll processing.

· Maintains all external job postings. 

· Responds to inquiries from employees via all channels of communication and applies sound judgement to escalating an inquiry as indicated.

· Assists other members of the department as needed.

· Maintains confidentiality.

SUPERVISORY RESPONSIBILITIES:  

None.

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:
Human Resources experience and/or training, or equivalent combination of college level education and experience or as determined by the Lewiston School Committee.

LANGUAGE SKILLS:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively with employees.

MATHEMATICAL SKILLS:
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute hourly, daily and annual contractual rates and benefits.

REASONING ABILITY:

Ability to apply common sense understanding to carry out instructions furnished in written, oral and diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.

OTHER SKILLS and ABILITIES:

Performs HR tasks requiring independent judgment and function in confidential settings. 
Ability to use a personal computer with database, email, spreadsheet and document software.  Knowledge of or ability to learn personnel legal terminology.  Ability to establish and maintain effective working relationships with staff and the school community.  Ability to speak clearly and concisely both in oral and written communication.  Ability to perform duties with awareness of all district requirements and policies.

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 regularly required to sit and talk or hear. The employee is occasionally required to stand and walk. Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust focus.

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 quiet.

The information contained in this job description is for compliance with the American with Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed by the individuals currently holding this position and additional duties may be assigned.

