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Job Title:




Human Resources Specialist
Supervisor (title): 

Human Resources Manager
Exempt/Non-exempt: 
Non-Exempt
Department: 



Human Resources Department
Contact information:
Berthlyn Welch







Bwelch@lsanc.net

Summary (A brief description that summarizes the overall purpose and objectives of the position, the results the worker is expected to accomplish and the degree of freedom to act.):

The Human Resources Specialist will provide professional HR support while following all Lutheran Family Services’ policies and procedures, activities and initiatives of the department to include, but not limited to centralized recruitment functions, pre-employment screening procedures, job descriptions; as well as maintenance of HR Perspective employee database and reporting.
Essential Functions (List the tasks, duties, and responsibilities of the position that are most important to get the job done.  The responsibilities should be listed in the order of importance, with the highest priority functions first.):

· Process all new hire paperwork (including interns and volunteers) for criminal record checks, drug screening, driver’s license checks, and other applicable registry checks.  Conduct pre-employment reference checks and employment verifications.  Preparation of employment offer letters.

· Maintain all employment and personnel files in a timely, accurate and consistent manner; respond promptly to audit requests.

· Process all change of status paperwork (i.e. promotions, transfers, terminations).  
· Provide agency-wide recruiting support to hiring supervisors.  Administration of recruitment process by submitting internal job postings to the Spectrum and internet external job posting site and tracking system. Place newspaper/media ads for recruitment as necessary. 

· Coordinate new hire benefits enrollment process; data entry of benefit enrollment and termination information in various benefit systems.

· Payroll support regarding employee questions/concerns; providing resolution to pay issues. 
· Reconciliation and Processing of  monthly benefit invoices; and other HR vendor invoices.

· Administer and coordinate the Essential Learning training initiative.  Serve as Lead EL training contact.  Review employee training status for compliance requirements.  Update the system for new and terminated employees.
· Process and administer agency’s employment Drug testing program and associated file maintenance. 

· Maintain electronic format of job descriptions along with ensuring job descriptions are prepared for job titles not existing in the HR database.  Current job descriptions should be included in each employee’s file.

· Coordinate agency mandated audits for compliance with DSS and other state agencies.
· Prepare responses to employment and salary surveys. 

· Complete special projects as assigned by supervisor. 
Supervisory Responsibilities, if any (The scope of the person’s authority, including the positions that report to the incumbent.):

Not Applicable.

Working Conditions (please complete the information listed below):

X   Usual office conditions

( Usual office conditions with occasional exposure to some undesirable elements*

( Frequent exposure to undesirable elements*

*List the undesirable elements with the percent of the work day exposed to the elements.

1. _______________________________________________________________
_______%
2. _______________________________________________________________
_______%

3. _______________________________________________________________
_______%

Physical Effort (please complete the information listed below):

The job duties require lifting or moving moderate to heavy materials as a regular part of the job.  (
No

( Yes*

*List the activity requiring physical effort, the weight or effort required (in pounds) and the percent of the work day spent in actual, hand-on movement of weight:

Activity













Weight of Materials
% of day

1. ____________________________________________

________________
________

2. ____________________________________________

________________
________

3. ____________________________________________

________________
________

Minimum Job Requirements:

Education:  Bachelor’s degree in Human Resources or other field.

Experience:   Three (3) years Human Resources experience; some Payroll experience preferred.
Specific skills/abilities: Strong computer and organizational skills, able to meet deadlines

Specialized knowledge, licenses, etc:  ADP/ HR Perspective, ReportSmith, Great Plains, Crystal Reports; Microsoft Word and Excel preferred; must be competent with email, and normal office equipment, such as fax, calculator and copy machine.   

Success Factors (Personal characteristics that contribute to an individual’s ability to excel on the job): Must have ability to work not only independently but with others as well; must have great organizational skills.  Must be able to meet deadlines providing accurate detailed work; be sensitive to urgency needs.  
This job description is not an employment contract.  Lutheran Family Services in the Carolinas reserves the right to alter the job description at any time without notice.[image: image1.png]
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