


[bookmark: _GoBack]CITY OF DALTON GEORGIA

JOB TITLE:		Human Resources Generalist

DEPARTMENT:		Human Resources

REPORTS TO:		Human Resources Director

FLSA STATUS:		Salaried/Exempt 

SUPERVISES:		HR Coordinator 

SAFETY SENSITIVE:	No

DATE REVISED/REVIEWED:	12/11/2025

Purpose of Job
The purpose of this position is to assist the Human Resources Director with the day-to-day activities/operations of the HR department.  In addition, this position will be acting department head in the absence of the HR Director.

Job Related Requirements

Typical Work Schedule:  
Monday - Friday, 8:00 am – 5:00 pm.

May be required to work on religious holidays, evenings and/or weekends as required.

Regular and predictable attendance is required. 


 Minimum Requirements to Perform Essential Job Functions

· Bachelor’s degree in Human Resources, Business Administration, or a related field or any equivalent combination of education, training, and experience that provides the necessary knowledge, skills, and abilities for the job.
· Minimum of three (3) years of experience in human resources management.
· SHRM-CP, SHRM-SCP, PHR, or SPHR certification is highly preferred.
· Proficiency in MUNIS or the ability to quickly learn MUNIS or other related HRIS/software systems.
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook, and PowerPoint).

Essential Duties, Responsibilities:
The following duties are normal for this position.  They are not to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.

· Ability to collaborate with the HR Director and to understand the organization’s goals and compensation/benefit strategy related to staffing, recruiting, and retention.
· Assists with developing, coordinating, and implementing policies, processes, training, initiatives, and surveys to support the organization’s human resource compliance and strategy needs.
· Assists with overseeing the administration of human resource programs including, but not limited to, compensation, benefits, wellness program, and leave; disciplinary matters; disputes and investigations; management; productivity, recognition, and morale; worker’s compensation. 
· Assist in identifying staffing and recruiting needs; develops and executes best practices for hiring.
· As requested by the HR Director, conducts research and analysis of organizational trends including review of reports and metrics from the organization’s human resource information system (HRIS).
· Monitors and ensures the organization’s compliance with federal, state, and local employment laws and regulations, and recommended best practices; recommends modification of policies and practices to maintain compliance.
· Maintains knowledge of trends, best practices, regulatory changes, and new technologies in human resources, and employment law; applies this knowledge to communicate changes in policy, practice, and resources to upper management.
· Assists in developing departmental budget. 
· Performs as acting HR Director in absence of Director 
· Performs other duties as required.

Knowledge, Skills and Abilities

· [bookmark: _Hlk6133993][bookmark: _Hlk5539721]Knowledge of compensation systems and philosophies.
· Knowledge of health, dental, life, disability, property and liability insurance as well as workers’ compensation regulations.
· Excellent verbal and written communication skills. 
· [bookmark: _Hlk3879218][bookmark: _Hlk5542995]Excellent interpersonal and negotiation skills.
· [bookmark: _Hlk3815479][bookmark: _Hlk3879241]Excellent organizational skills and attention to detail.
· Excellent time management skills with a proven ability to meet deadlines.
· [bookmark: _Hlk3907863]Strong analytical and problem-solving skills.
· [bookmark: _Hlk8548333]Strong supervisory and leadership skills.
· [bookmark: _Hlk8548342]Ability to adapt to the needs of the organization and employees.
· Ability to prioritize tasks and to delegate them when appropriate.
· [bookmark: _Hlk3815493]Thorough knowledge of employment-related laws and regulations.
· Ability to deliver public presentations and reports



(ADA) MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED 
TO PERFORM ESSENTIAL JOB FUNCTIONS

PHYSICAL REQUIREMENTS: Must be able to sit for prolonged periods and perform computer work.

DATA CONCEPTION: Requires the ability to compare and or judge the readily observable functional, structural, or compositional characteristics (whether similar to or divergent from obvious standards) of data, people, or things. 

INTERPERSONAL COMMUNICATION: Requires the ability to hear, speak and/or signal people to convey or exchange information. Includes receiving assignments and/or directions from co-workers, assistants or supervisors. 

LANGUAGE ABILITY: Requires ability to read printed material as well as computer monitor screen, informational documentation, directions, instructions, methods and procedures. Requires the ability to prepare reports, forms, etc., using prescribed formats and conforming to all rules of punctuation, grammar, diction, and style. Requires the ability to speak to people with poise, voice control, and confidence. 

INTELLIGENCE: Requires the ability to learn and understand basic principles and techniques; to acquire and be able to expound on knowledge of topics related to primary occupation; and to make independent judgment in the absence of management. 

VERBAL APTITUDE: Requires the ability to record and deliver information, to explain procedures, and to follow oral and written instructions. Must be able to communicate effectively and efficiently in a variety of administrative or technical languages including mechanical/plumbing terminology. 

NUMERICAL APTITUDE: Requires the ability to utilize mathematical formulas; add and subtract totals; multiply and divide. 

FORM/SPATIAL APTITUDE: Requires the ability to inspect items for proper length, width, and shape, visually with a variety of machinery and equipment.

MOTOR COORDINATION: Requires the ability to coordinate hands, fingers, and eyes accurately in using equipment. Requires the ability to lift, bend, push, pull, manipulate equipment/tools and objects as the position necessitates. 

MANUAL DEXTERITY: Requires the ability to effectively utilize computer keyboard and/or telephone, adding machine, copier and other office equipment as may be necessary. 

COLOR DISCRIMINATION: Requires the ability to differentiate between colors and shades of color. 

INTERPERSONAL TEMPERAMENT: Requires the ability to deal with people beyond giving and receiving instructions. Must be adaptable to performing under minimal stress when confronted with an emergency. 

PHYSICAL COMMUNICATION: Requires the ability to talk and/or hear: (Talking - expressing or exchanging ideas by means of spoken words). (Hearing - perceiving nature of sounds by ear). 




Approved by:  _________________________________________________________________________
				Department Head Name


Date Approved:  _____________________________________



