
Alverno College 
Exempt Job Description 

 
 
Position Title: HR Generalist  Date: July 2022 
Department: Human Resources Status: Full-time/12 month 
Reports To: Director of Human Resources  
 

Primary Function: The Human Resources Generalist plays a key role in the success of the day-to-day 
operations of the Human Resources department. The Human Resources Generalist 
provides support and consultation to the college; answering employee and department 
leader questions about human resources programs, procedures, policies, diversity and 
inclusion, and other human resources matters.  

The Human Resources Generalist is also responsible for legislative compliance, 
maintaining paperwork, digital files, and departmental/organizational records, benefits, 
and entry of employee information into the HRIS.  

 
Principal Responsibilities: 
1. Communicate HR policies, procedures, laws, standards, and other government regulations to employees 
2. Comply with federal, state, and local legal requirements by keeping current on existing and new legislation 

and policies 
3. Assist with the administration of various employee benefits programs, such as group health, flexible 

spending accounts, dental and vision, accident and disability, life insurance, 403(b), and wellness benefits 
4. Maintain ADP Human Resource Information System records and complies reports from database 
5. Manage CCCTE, CIC Tuition Exchange, The Tuition Exchange Inc, and Tuition Remission (employees and 

dependents attending Alverno) 
6. Creates and submits IPEDS regulatory report 
7. Administers the Leave of Absence programs (FMLA, ADA, and personal leave) and the workers’ comp 

program 
8. Reviews, maintains and updates job descriptions for all positions 
9. Assist the HR team, as necessary, to accomplish special projects 
10. Assist with department sponsored activities such as the annual picnic, employee recognition dinner, 

wellness fair and other events 
11. Serve on a variety of campus committees as needed  
12. Provides as backup for bi-weekly payroll processing and special payrolls accurately and on-time 
13. Backup for the review of employee documents and communicate with HR to ensure integrity of payroll data 

related to new hires, terminations, transfers, and rate changes 
14. Backup to assist the Finance department in analyzing payroll-related account problems and provide data for 

annual budget and audit reviews  
15. Other responsibilities and duties as assigned by management to ensure the effective utilization of the 

college’s resources and to ensure customer satisfaction 
16. Contribute to and advance the college’s mission, vision, and eight abilities 

  
Skills & Qualifications: 
1. Demonstrate commitment to valuing diversity and contributing to an inclusive working and learning 

environment 
2. Implement actions to create a highly engaged, high performing, and inclusive work environment across the 

Alverno College organization 
3. Strong project management and organizational skills in which attention to detail and the ability to prioritize 

and manage multiple tasks/projects on time is essential and with little supervision  
4. Broad knowledge of policies and legal requirements regarding employment, payroll, benefits, and employee 

relations 
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5. Excellent interpersonal skills and ability to navigate organizations/departments to build relationships and 
garner support; ability to work collaboratively and balance conflicting points of view with cross-functional 
teams 

6. Able to interact with all levels of employees and with diverse personalities, establishing and maintaining 
effective working relationships 

7. Flexible and comfortable working under pressure in a fast-paced environment 
8. Effective communication skills, both written and oral, and situational adaptability; ability to problem solve, 

analyze situations, and make sound decisions; capable of clearly conveying Alverno’s standards.  
9. Requires the ability to move about campus. The employee is frequently required to sit. Must have the ability 

to frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 35 pounds   
 

Education & Experience: 
Required: 

1. Bachelor’s Degree from an accredited four-year college or university with a major in Human Resources, 
Business Administration, Psychology, or related field or equivalent number of years of experience 

2. Two to four years of HR experience 
3. Proficient in the use of the Microsoft Office 365, Google Drive, and HRIS systems  

 
Preferred: 

1. Three to five years of HR Generalist experience, including payroll experience 
2. PHR, as identified by HRCI or SHRM-CP, as recognized by SHRM 
3. Affiliation with the Society of Human Resource Management (SHRM) 
4. Knowledge of ADP software 

 
Working Conditions 

 General office environment 
 Public workspace in a busy, high-traffic office 
 Working onsite required  

 
How to Apply  

 Apply on-line at https://www.alverno.edu/jobs/apply/login.php  
 Please attach your cover letter, resume, and a list of three references to the online application  

 
Alverno College is an Equal Opportunity Employer and committed to workplace diversity. 

 
 

 


