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Position Title:
Human Resources Generalist


Date:  December 2025
Reports To:
Human Resources Manager


Location:  Main Office
I. Position Summary:
This position is based at main office with one remote day.  Periodic off-site meetings, seminars and job fairs.  Responsible for performing a variety of human resource daily functions including interviewing and hiring staff, review of payroll, handling benefit administration, processing workers compensation claims, assisting with development of policies and procedures and enforcing company policies and practices.    

II. Principal Responsibilities:

1. Benefit Administration:
· Enrolls new employees in benefit plans (medical, dental, vision, life, 403B, etc.) and maintains employee information online.

· Acts as the primary contact for employees on benefit related questions (i.e. coverage, benefits costs, billing issues).

· Works with Human Resources Manager to evaluate current benefit offerings, research new enhancements and develop recommendations for new benefit programs.

· Assists HRIS & Payroll Specialist to provide documentation for audits.

· Meets with insurance vendors to resolve account issues as needed.

· Coordinates annual benefit open-enrollment process.

2. Payroll:

· Process and reviews payroll for HSV bi-weekly submission.

· Process quarterly and year end taxes for HSV.

· Submit copies of bi-weekly payroll reports to Staff Account for HSV.

· Acts as payroll backup for Cathedral Square.

3. Recruitment:

· Recruits, interviews, and facilitates the hiring of qualified job applicants for open positions.

· Collaborates with departmental managers to understand skills and competencies required for openings.

· Conducts or acquires background checks for employees.

· Coordinates pre-employment physicals with Champlain Medical Urgent Care.

· Attends job fairs and promotes working for Cathedral Square whenever possible including but not limited to on social media

4. Employee Orientation:
· Prepare paperwork, schedule, and facilitate smooth new hire onboarding process, coordinating with departments to deliver exceptional first-day experience.
· Handle all administrative tasks for onboarding, new hire orientation, and exit interviews. 

· Tracks completion of orientation forms and follows up with new staff.

· Keeps documentation for orientation up to date.

· Oversees the scheduling of the CEO orientation program.
· Schedule two week, 60 and 90 day check-in with new employees.

5. Maintenance of HR Files:
· Responsible for maintaining employee files

· Process employee changes i.e. status forms, name and/or address change

· Utilize UKG Ready to add new employees, update compensation, direct deposit, and company documents.  Learn and implement new features within UKG Ready such as, onboarding, and open enrollment.

· Develops purging policy for human resource files.

· Ensures confidentiality of all personnel actions and records.
6. Workers Compensation:
· Completes First Report of Injury Forms and submits information electronically through A.I.M Insurance.  

· Works with A.I.M Insurance staff, employees and supervisors on workers compensation cases involving two weeks or less of lost time.

· Completes annual OHSA report.

· Prepares for and facilitates the annual workers compensation audit.

8. General Human Resources:

· Reviews, tracks, and documents compliance with mandatory and non-mandatory training, continuing education, and ergo assessments. 

· Assists with employment-related inquiries from applicants, employees, and supervisors, referring complex and/or sensitive matters to HR Manager. 
· Coordinates with IT for UKG Ready training. 

· Assists with development of the human resource department’s yearly goals and objectives.  

· Assist in the communication, interpretation, and upkeep of the employee handbook. 

· Maintains the employee directory, organizational chart, emergency contact list and CS’s website directory list. 

· Handles all aspects of staff meetings, including scheduling, coordinating, employee anniversaries, and running virtual meetings.

· Participates as a member of the Jedi Committee.  

· Keeps the Manager abreast of employee issues or concerns.

· Researches and keeps abreast of trends in the field of human resources.

· Attends professional seminars and workshops on HR issues.

· Assists the Human Resource Manager with projects as needed.

III. CS Standards of Conduct:

· Demonstrates a commitment to the mission and values of CS.

· Demonstrates respectful and effective communication with co-workers, residents, families and vendors.

· Protects the privacy and confidentiality of information related to residents, families, staff and general CS operations.

· Communicates a positive image about CS to the community.

· Conducts themselves in a safe manner by adhering to all safety practices, rules and standards throughout the workday.

· Demonstrates a commitment to quality and proactively seeks to make improvements to systems and processes. 

· Maintains a professional appearance that is appropriate for the position.

· Reports to work on time, completes time card accurately in UKG Ready, provides advance notice for time off, and appropriately manages CTO time.
· Demonstrates a commitment to integrity in work habits and use of CSC resources.

· CS’s mission and operations require that an employee is prepared to perform duties as assigned that may be outside their principal responsibilities.  
IV. Minimum Qualifications:

Bachelor’s degree in Human Resources, Business or related field is preferred. Must possess at least one year of Human Resource experience. SHRM-CP a plus. Must have knowledge of State of Vermont and Federal employment laws.  Specialized knowledge in employee benefits, payroll, employee relations, recruiting or training is preferred.  Must possess excellent communication skills, interpersonal skills, facilitation skills, ethics, and cultural awareness. Excellent time management skills with a proven ability to meet deadlines.  The ability to understand and resolve complex employee relations and organizational issues is required.  Must be able to present information to staff and management in small and large group settings.  Proficient with Microsoft Office Suite.  

V. Working Conditions and Physical Demands:
· Must be able to lift up to 25 pounds.
· Must be able to travel to CS sites as needed.
Note:  Non-Essential Duties are noted with an asterisk.
Employee Name (printed)_____________________________________

Employee Signature__________________________________________







Date:__________________
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