
 
 

JOB DESCRIPTION 
 
POSITION:   Human Resource Generalist 
COMPANY:   Churchill Stateside Group, LLC 
DATE:    January 15, 2018 
 
 
The primary responsibilities of the Human Resource Generalist are to provide day-to-day service to the 
company’s employees and senior leadership team by managing a variety of HR functions 
including recruiting and onboarding, employee relations and performance issues as well as acting as 
back-up to the Administrative Assistant to deliver various office management related services to 
employees. 
 
Responsibilities and Duties 
 

1. HR Communications  

 Create, research, demonstrate, write and/or communicate HR operations concepts, 
methods, best practices, legal considerations as required.  

 Develop policies for various company/employee-related issues including Employee 
Handbook, Ethics, Diversity, Emergency Response and Disaster Recovery, Employee 
Performance Evaluation development and execution. 

2. Recruiting, Onboarding and Terminations 

 Write job postings, post open positions to career web sites, phone screen, schedule and 
interview candidates, check references, perform background checks, verify education 
and licensing, make recommendations as required, make and negotiate employment 
offers as directed.  

 Provide generalized training and personal assistance to new employees to ensure a 
smooth transition to the company/position.  Includes developing and carrying out 
activities for onboarding and assisting with questions related to technology, processes, 
common practices within the company, etc. 

 Assist with documentation of performance issues and terminations tasks. 
3. Employee Relations, Development and General Assistance 

 Hearing and resolving employee complaints, helping employees interpret Employee 
Handbook related issues, counseling employees experiencing life difficulties or problems 
with coworkers, help motivate and enhance job performance by providing guidance that 
fits with their supervisor’s expectations. 

 Work to help ensure fairness and consistency in the success of employees, effective 
communications between management and employees, acting in accordance with the 
organization’s goals and leadership’s objectives.  

 Coordinates and/or conducts employee-relations activities and programs including but 
not limited to employee counseling, interpretation of policies, new employee 
orientation, and employee recognition programs. 

 Coordinates distribution/communication of projects including but not limited to 
Employee Policy handbook, 401(k), and open enrollment. 



 Conducts investigations into claims of harassment or other company-guideline 
violations. 

 Coordinates administration of worker's compensation and unemployment claims. 

 Assists in administration of company compensation and benefits programs. 

 Performs other related duties as assigned by management. 

 

 

Knowledge, Skills, Abilities and Business Experience Required 

 Proficiency in Microsoft Windows suite; Word, Excel, PowerPoint, Outlook, and various Email 
campaign and event planning systems.  

 Knowledge of the commercial real estate financial services industry necessary to work closely 
with CEO, executive team, and sales leaders in offsite locations. 
A strong administrative and organizational skill set to manage events and projects. 

 Requires strong communications and teamwork skills. 

 Requires strong interpersonal skills, sales and negotiations acumen, confidence and a dynamic 
personality, and a strong creative outlook. 
Ability to rationalize and prioritize multiple projects and priorities. 

 Ability to multitask and execute with little direction. 

 Requires interpretation and independent judgment to help ensure project and people success. 

 Decisions and recommendations can have project implications and influence budgets.  

 Ability to frequently handle situations involving uncertainty and the need for interpretation and 
evaluation resulting from continuing changes. 

 
Benefits 
 
Available immediately: 

 Paid parking 

 Accumulation of paid time off (available after probationary period) 
After probationary period of 60 days: 

 Holidays (9 holidays and birthday) 

 Paid Time Off (15 days for 1-5 years of service) 

 Health Coverage (choose from 3 plans) 

 Dental Coverage (choose from 2 plans) 

 Vision Coverage (1 plan) 

 Life Insurance (Employer Paid) 

 Short Term Disability (Employer Paid) 

 Long Term Disability (Employer Paid) 
After 6 months: 

 401K – Safe Harbor Plan 
 

Salary  

Salary commensurate with experience. 


