
 
 

Posting Date: June, 2021 

 

Position: Human Resources Generalist 

Department: Human Resources Hours per Week: Full Time/ 12 
Month 

 
 
Founded in 1887, Alverno College is a four-year, Catholic liberal arts college for 
undergraduate women sponsored by the School Sisters of St. Francis. The college also offers a 
robust array of graduate and degree completion programs for women and men. Student learning 
and personal and professional development are the central focus of everyone in the Alverno College 
community. As Wisconsin’s first designated Hispanic-Serving Institution, Alverno enrolls a highly 
diverse student body of virtually every demographic and experience. It is an institution that 
has revered tradition and encouraged innovation for more than 130 years.  
 
The College is seeking applicants for a full-time Human Resources Generalist located in Milwaukee, 
WI. Alverno College health, disability, and retirement plan enrollment is available to full time 
employees and eligible dependents. Tuition benefits are available for employees and qualified 
dependents.  
 

 

Primary Function: Provides a variety of professional level human resources services to campus 
employees including, but not limited to, the areas of employment/recruitment, 
onboarding, HRIS, employee relations, benefits and policy administration.  

 

Primary Duties and Responsibilities 

The following information is not meant to be all-inclusive.   

Other duties and responsibilities may be assigned as necessary. 

 Collaborates with department managers to identify and draft detailed and accurate job 

descriptions and hiring criteria. 

 Identifies and implements efficient and effective recruiting methods and strategies based on 

the available role, industry standards, and the needs of the organization. 

 Collaborates with the hiring manager and/or other human resource staff during the offer 

process, identifying and recommending salary ranges, incentives, start dates, and other 

pertinent details. 

 Counsels candidates on the interview and hiring process. 

 Organizes and attends job fairs, campus events, and other networking opportunities. 

 Develops new strategies and programs to attract candidates. 

 Implements new hire orientation and employee recognition programs. 

 Complete reports on hiring process. 

 Conduct 30 day checks with new employees. 



 
 

 Responsible for administering the benefits programs. Determine eligibility and distribute all 

benefit enrollment materials for benefit orientations, open enrollment and summary plan 

descriptions. Assist employees regarding benefit claim issues and plan changes. Benefits 

included are Health, Dental, Vision, Life, LTD, STD, EAP, and 401k. 

 Monitor and review new employee pay, and any leave pay changes with Payroll. 

 Process employee terminations, ensure all systems reflect end of employment.  

 Maintains Human Resource Information System (Colleague) records and complies reports 

from database. 

 Recruits, interviews, hires, and trains new HR Student Employees  

 Maintain HR web pages.  Create content and ensure content is up-to-date. 

 Supports company-wide information meetings such as open enrollment, new hire orientation, 

and meetings to announce or discuss changes in retirement or benefits plans. 

 Collaborates with the Human Resource team to identify cost-effective wellness programs 

and incentives. 

 Drafts reports and proposals for wellness initiatives and action plans (including cost-benefit 

analyses) for presentation to upper management. 

 Assists with preparation and implementation of wellness budget, policies, and procedures. 

 Conducts exit interviews, summarizes findings, and discusses trends and concerns with 

senior management. 

 Assist the HR Team, as necessary, to accomplish special projects or during peak workload 

periods such as during open enrollment or the compensation adjustment period. 

 Assist with all details of department sponsored activities such as the annual picnic, employee 

recognition dinner, wellness fair and other events.   

 Drafts and/or recommend revisions to company leave policies to ensure compliance with 

federal, state, and local laws and regulations. 

 Assist the Director of Human Resources on new initiatives that strengthen ties to the 

community and create positive employee relations opportunities. 

 Serve on a variety of campus committees as needed.  

 Participate in department meetings. 

 Contribute to and advance the college’s mission. 

 

 

Qualifications and Education 

1. Bachelor’s Degree in Human Resources, Business Administration, Psychology, or related 

field required. 

2. Two to five years’ experience in Human Resources at a professional level is required. 

3. Broad knowledge of policies and legal requirements regarding employment, benefits, and 

employee relations. 

4. Broad understanding of recruiting methods and best practices, as well as applicable policies 

and federal, state, and local employment laws and regulations. 



 
 

5. Demonstrated skills in working with management issues including, but not limited to, 

interviewing, team building, conflict management, diversity and the like. 

6. Strong verbal and written communication skills with superior interpersonal and presentation 

abilities.  Able to interact with all levels of employees and with diverse personalities, 

establishing and maintaining effective working relationships. 

7. Requires flexible and collaborative work style, exceptional organizational abilities and the 

ability to coordinate multiple deadlines simultaneously. 

8. Ability to problem-solve, analyze situations and make sound decisions. 

9. Requires the ability to move about campus, and communicate effectively with employees 

and applicants.  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.  Specific vision abilities required by this job include close vision, distance vision, 

color vision, and ability to adjust focus.  

 

 
Successful candidates will have a demonstrated commitment to promoting diversity, inclusion, and 
multicultural competence in an educational and work environment and must be willing to contribute 
to the College’s strategic plan of inclusion.   

 

Working Conditions 

 General office and classroom environment.   

 

How to Apply 

Apply on-line at https://www.alverno.edu/jobs/apply/login.php 

 
Please attach your cover letter, resume, and list of references to the online application  

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

 

https://www.alverno.edu/jobs/apply/login.php

