HR Generalist Position: 

· Job Title: 
· Human Resources Generalist	

· Organization Name: 
· The Highlands at Wyomissing

· Location:
· Wyomissing, PA 19610

· Position Summary: 
· The Human Resources Generalist supports a broad range of HR functions, including recruitment, onboarding, employee relations, benefits administration, leave management, workers' compensation, compliance, and employee engagement. This position partners with leaders and employees to foster a positive workplace culture, ensure compliance with employment laws and organizational policies, and maintain the confidentiality of employee information. The HR Generalist maintains HR records, supports payroll operations, manages employee clearances, and contributes to the development and improvement of HR programs, policies, and procedures.  The HR Generalist also provides cross-functional support for payroll and benefits administration and serves as a designated backup to ensure continuity of operations during vacations, leaves, and other staff absences.

· Key Responsibilities: 
· Employee Relations and HR Partnership
· Partners with leadership and employees to improve work relationships, build morale, and increase productivity and retention.
· Advises employees and leadership on the implementation of policies, programs, and
· Coordinate employee involvement programs such as employee assistance, employee meetings, wellness activities, etc.
· Assists in the development of personnel policies and Recommends new approaches, policies, and procedures to advance employee engagement and improve efficiency of the department and services provided.
· Leave and Workers’ Compensation Administration
· Administers employee leaves of absence including FMLA, ADA, Unpaid Leave, and short-term Ensure that leaves are processed and tracked accurately and in a timely manner.
· Administers workers' compensation claims, ensures timely claim reporting, coordinates communication among employees, supervisors, and claim administrators, and communicates work restrictions as appropriate.
· Assist with administration of employee benefits programs, including enrollment and maintenance of employee benefits records and communication of benefits information for new hires, during open enrollment, and for change in
· HR Compliance and Risk Management
· Administers employment eligibility verification processes, including completion, maintenance, reverification, and retention of I-9 documentation in compliance with federal regulations.
· Supports regulatory audits, surveys, accreditation reviews, and requests for employee records by maintaining accurate personnel, licensure, training, and compliance documentation.
· Assists with compliance related to federal and state wage and hour laws, including timekeeping practices, meal and rest period requirements, overtime calculations, pay equity considerations, and payroll audits.
· Maintains compliance with data privacy, cybersecurity, and information governance practices related to employee information, HRIS systems, electronic personnel records, and confidential organizational data.
· HR Operations and Professional Development
· Provides backup support for payroll and benefits administration during vacations, leaves of absence, illness, and other staffing absences to ensure continuity of operations.
· Participate in and complete all required ongoing training, including monthly online and in-person training, annual skills competencies education, and role-specific certifications, to ensure continued competence and adherence to organizational and regulatory standards.

· Qualifications:
· High school Diploma or GED (required)
· Associate degree and 5-7 years of HR experience, a bachelors' degree and 3-5 years of HR generalist experience, or any similar combination of education and experience.
· 3-5 years' HRIS experience (Required)
· Experience in health, human services, or community services field (Preferred)
· Knowledge of federal, state and local labor legislation (Required)
· SHRM-CP or PHR preferred. SHRM-SCP or SPHR also accepted. Candidates without certification must demonstrate progressive HR experience and obtain a professional HR certification within 24 months of hire.
· Completion of the Highlands Hearthstone Ambassador training within 30 days of employment (Required)

· How to Apply:
· Apply online on our website: Careers Page: 
· https://recruiting.ultipro.com/HIG1014THAW/JobBoard/f549f6a8-a99a-4e64-90e6-dc00eb15041d/OpportunityDetail?opportunityId=95344232-5695-4c5f-ace9-1aeb09e2e0cc



