CITY OF DALTON GEORGIA

JOB TITLE:		H.R. Coordinator

DEPARTMENT:		Human Resources

REPORTS TO:		HR Director

FLSA STATUS:		Hourly (non-exempt)

SUPERVISES:		None

SAFETY SENSITIVE:	No

DATE REVISED/REVIEWED:	May 11, 2021	

Purpose of Job
To assist the public, employees and HR staff with issues, problems, questions and concerns. To perform duties that allow the Human Resources department to function effectively, efficiently, legally and ethically.

 
Job Related Requirements

Typical Work Schedule:   Monday through Friday, 8:00 a.m. to 5:00 p.m.

· May be required to work on religious holidays.
· May be required to work overtime when needed.
· Regular and predictable attendance is required.
· Work cooperatively with others


 Minimum Requirements to Perform Essential Job Functions

· High school diploma or equivalent required; or any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this position. One year of vocational/technical school focusing on business administration is desirable.
· Minimum of 3 years’ experience in an office/administrative position preferably in an HR setting.
· Excellent computer skills including MS Word and Excel
· Effective oral, written communication, and interpersonal skills
· Experience in benefit administration
· Ability to perform office tasks while dealing with multiple interruptions
· Ability to accurately gather and analyze data
· Excellent organizational skills
· Exhibit a high degree of confidentiality
· Notary Public
· Ability to operate various office equipment including but not limited to: computer, fax machine, copier, calculator, shredder, telephone, laptop computer
 
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.

· Answer telephone and appropriately assist callers.  
· Assist visitors/callers with their questions, concerns, application process, etc.
· Post open positions on job board, City web page, MUNIS, and contact media for advertising if required.  Keep record of posted positions as required by Georgia law.
· Retrieve online applications/resumes and route to appropriate department on a daily basis. Perform updates to the online applications as departments require changes.
· Maintain copies of applications/resumes and retain for the duration of the required retention period.
· Process background and credit histories as required in a timely fashion.  Notify appropriate department of the results.
· Perform day-to-day tasks associated with the Drug Free Workplace policy including:
· Notification of departments of random selections and track/retain all results as required by law.
· Assisting applicants with drug screening process
· Notifying departments of results
· Updating list of employees in screening pool
· Enroll and terminate employees in Health, Vision, Dental, FSA, and HSA insurance plan.
· Calculate, balance and process adjustments to all insurance billing and notify carrier and finance department of changes.
· Notify COBRA administrators of all applicable benefit changes in a timely manner.
· Reconcile monthly billing for all cafeteria plan benefits.
· Submit all retirement plan contributions by report created in Munis.
· Complete all paperwork/screening for the new hire process for all of the city’s smaller departments (City Hall, CVB, Airport, Municipal Court, DDDA, DWCDC). 
· Provide new hire orientation to new employees regarding policies, procedures, and benefits. Also, help employees beyond the initial enrollment into benefits including, assisting existing employees/participants with any benefits questions/problems that may arise and work with our providers to successfully resolve any issues.
· Manage all aspects of Employee Service Recognition Awards.
· Conduct open enrollment for Health, Dental, and Vision plans and assists with the scheduling, reporting, and administering of the cafeteria plans.
· Assist retirees with questions they have relating to insurance and track insurance eligibility.
· Enter all employee information/changes into MUNIS and Timeclock Plus as required.
· Maintain and keep current H.R. Departments City website.
· Create, file and maintain personnel files on all employees. File and maintain employer contracts.
· Completes special projects involving research, reports, and creating databases.
· Order office and building maintenance supplies.




Knowledge, Skills and Abilities

· Ability to accurately perform mathematical calculations (reconcile monthly billing, etc.)
· Above average skill in Microsoft Office.
· General knowledge of various federal, state and local employment laws.
· Ability to professionally interact with the public, elected officials and employees.
· Skill in accurately gathering and analyzing data.
· Ability to maintain organization of multiple tasks simultaneously.



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

PHYSICAL REQUIREMENTS: Must be able to sit for long periods of time.  Must be able to operate various pieces of office equipment including but not limited to computer, multi-line telephone, calculator, fax machine, copier, shredder, etc.

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 a variety of informational documents, directions, instructions, methods and procedures. Requires the ability to prepare reports, forms, etc., using prescribed formats and conforming to 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. 

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

FORM/SPATIAL APTITUDE: Requires ability to read printed material as well as material presented on computer monitors, laptops and other display 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: Must be able to type accurately as well as dial telephone and use calculator.  Must be able to open and close cabinets, drawers, etc.

COLOR DISCRIMINATION: None required.

INTERPERSONAL TEMPERAMENT: Requires the ability to deal pleasantly with people beyond giving and receiving instructions. 

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




Approved by:  _________________________________________________________________________
				Department Head Name


Date Approved:  _____________________________________
