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Job Opportunity
Human Resource Generalist 
NEIGHBORHOOD HOUSE OF MILWAUKEE, INC.

Neighborhood House History:
Established in 1945, the mission of Neighborhood House of Milwaukee (NH) is to build a strong community by strengthening individuals, families, and the neighborhood.  One of Milwaukee’s oldest service agencies, last year we celebrated our 70th anniversary.  At NH, we believe a brighter future begins with a positive vision.  Our programming opens doors for people and empowers them to improve their lives and realize their dreams.  We serve over 3,000 children and families each year. Our International Learning Center, the largest refugee education effort in the State of Wisconsin, brings important refugee, citizenship and ESL services to more than 500 individuals and their families annually.  Finally, our 93-acre nature center and preserve in the central Kettle Moraine of Dodge County is a key part of the strong environmental ethic that is part of our overall efforts.  
Neighborhood House primarily serves a highly-impoverished central city neighborhood bounded by 35th Street on the west, 20th Street on the east, Cherry Street on the north, and Wisconsin Avenue on the south. Our services are based in our home on Richardson Place, but we also work from multiple locations in the region.  More info is available at www.nh-milw.org. 



JOB PURPOSE AND REPORTING STRUCTURE:  Under the supervision of the Business Office Manager, this position shall help to implement policies and procedure for the recruitment and retention of employees including the supervision, organization and implementation of the employee benefit package.
This position is part time but can grow to fulltime, Monday through Friday 30-40 hours per week.  Hours may vary. Should be available to work 6:30am and/or end work at 6PM. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:

(In addition to the duties listed below, they will be responsible for all other duties assigned to them)

Human Resource

· Develop and execute strategies to identify, recruit, source and attract high quality applicants to fill vacant positions.

· Provide consultation to departments throughout the hiring process and maintain appropriate documentation. 

· Maintain a close relationship with hiring managers to fill staffing vacancies through developing a recruiting plan.

· Create and prepare employment advertising ensuring an adequate flow of qualified candidates.

· Coordinate and administer pre-employment assessments, pre-employment drug testing, criminal checks, and background verifications.

· Compose informational letter and prepare new hire and transfer documentation.

· Adhere to all recruitment guidelines, compliance mandates, and EEO including state and federal law.

· Assist as needed in providing ongoing training and coaching to staff as requested and appropriate.

· Organize and complete the open enrollment employee benefit process.

· Establish procedures to ensure timely and efficient communication and processing for new hires, status changes, open enrollment and COBRA regulations

· Coordinate annual renewal process for agency insurance plans and investigate changes for cost saving.

· Ensure compliance with ERISA and the company’s pension program.

· Investigate issues proactively and implement process improvement including employee concerns as required.

· Assist the Jobs Coordinator in providing job seekers with:

· Mock Application training 

· Resume building coursework 

· Mock interviews training 

· Collaborate with Family & Community Outreach Coordinator to promote staff wellness events as assigned.

· Other duties as assigned

Payroll
· Collect and review timesheets for mathematical accuracy.  

· Maintain the Paychex system so that it up-to-date with accurate information which is easy to access.

· Enter payroll entries using Paychex system.

· Add and delete payroll deductions as necessary.

· Provide assistant to employees with payroll questions and password reset request. 

 
SUPERVISORY RESPONSIBILITES: Possibility to oversee administrative staff that will help this position be effective in their role.
EDUCATION AND EXPERIENCE:  Undergraduate degree in a human resources or Certificate in Human Resource Management is required with previous knowledge or experience in the area of personnel recruitment and the managing of employee benefit programs. Knowledge of governmental regulations in the human resources field is necessary including wage and hour regulations.  
QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be able to perform each of the essential duties satisfactorily with the ability to juggle many competing priorities.   Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. A valid driver’s license and proof of automobile insurance is also a requirement to perform this job successfully.
REASONING ABILITY: Ability to apply common sense understanding to carry out instructions furnished in written or oral format.  Must exercise sound reasoning and judgment at all times. Ability to respect and maintain confidentiality Ability to work in a diverse environment.  Strong interpersonal skills with the ability to effectively interact with all levels of staff and applicants

OTHER SKILLS and ABILITIES:  

· Ability to operate various office equipment including a computer, telephone, copier, fax and calculator. 
· Ability to work with computer program including word, excel, access, publisher and specialized programs in the human resources field.  

· Skilled in building close-knit relationships and trust with others

· Community driven focus

·  The ability to work autonomously and in collaboration with the community 

· Experience working with individuals with barriers to employment 

 
SALARY: Pay is determined by education and experience.
APPLY:  Send resume and cover letter to hroffice@nh-milw.org
