E Energy Adams is in search of an experienced HR Generalist who will be responsible for applying business knowledge and human resources expertise.  He or she will assist in providing a wide range of HR support and advice.  The successful candidate will play a key role in the success of the organization by offering guidance on recruitment, terminations, performance management, employee relations and HR best practices while facilitating a positive relationship between personnel and senior management. 
Essential Job Functions
· Responsible for facilitating an effective hiring process including candidate recruitment, interviews, selection, reference checks, background checks, drug tests, and correspondence.
· Responsible for new hire orientation procedures and scheduling.
· Responsible for developing and maintaining job descriptions.

· Responsible for employee termination procedures, exit interviews and unemployment insurance.

· Responsible for worker’s compensation claims.

· Lead the annual open enrollment process including interaction with benefit providers.  Researches and presents company benefit options to management. 
· Responsible for enrolling new hires, processing employee benefit changes, and assisting employees with benefit questions.
· Responsible for ensuring that retirement plans (401k plan, etc.) are operating in accordance with company objectives.
· Ensures that the company adheres to all state and federal regulations pertaining to employment matters.
· Under the direction of the CEO, responsible for maintaining and updating the employee handbook and responsible for the development and implementation of personnel policies and procedures.
· Responsible for the development and implementation of all necessary HR forms and checklists.
· Manages and tracks all employee disciplinary actions.
· Recommends appropriate action plans to handle HR issues, as necessary.
· Recommends company programs to ensure a highly effective and motivated workforce.  
· Under the direction of the CEO, participates in developing performance management system and department goals.

· Facilitates and assists the CEO and management with efforts to improve company culture and employee engagement.
· Facilitates communication between employees and between departments.

· As needed, develops and implements staff education and in-service programs.
· As needed, assists with the professional development of key employees.
· Responsible for serving as the backup for payroll.
· Other duties as assigned
Job Requirements
· Knowledge of state and federal labor laws and regulations.
· Competent in principles and practices of human resource management.

· Proficient in Microsoft Office including Excel, Office, Word and PowerPoint.

· Ability to stay up-to-date on information and technology affecting job duties.

· Works effectively and relates well with others including superiors, colleagues, and individuals inside and outside the Company. Exhibits a professional manner in dealing with others and works to maintain constructive working relationships. 

· Strong verbal and written communication skills.  Ability to speak clearly and persuasively in positive or negative situations.  
· Strong interpersonal skills which fosters open communication.  Ability to influence others in a positive way.

· Strong organizational skills.  Ability to manage time effectively and prioritize tasks.  

· Execution: High sense of urgency and highly motivated to produce results.  Is proactive and has self-motivation skills.  Ability to deliver on ad hoc and unstructured activities on a daily basis.  

· Quality of work: Demonstrates accuracy and thoroughness; seeks to improve and promote quality.  Drive for continuous improvement.  Detail oriented, yet also innovative and creative.  

· Decision making: Identifies and resolves problems in a timely manner and gathers and analyzes information skillfully.  Exercises independent judgment and discretion. 
· Values: Ethical, honest, and has integrity.  Maintains confidentiality of all sensitive information.  Promotes E Energy Adams in the community.

Minimum Education and Experience Requirements
· Bachelors degree in human resource management.  May substitute equivalent work experience for educational requirements.
· 10 years applicable work experience preferred.
· Experience in manufacturing industry preferred.
· PHR certification is a plus.
E Energy Adams is an equal opportunity workplace.
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