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Human Resources Generalist | Position Opening  

Wentzville, MO 

 

 
Position Description: 
Under the direction of the Executive Director, the HR Generalist is responsible for the agency’s day-to-day 
administration of personnel activities related to policies and procedures, recruitment and staffing, employee 
relations, personnel and benefits administration, staff training, human resource data collection and report 
preparation.  
 
The HR Generalist functions effectively in accordance with federal, state and local laws and regulations 
and the organization’s’ personnel policies and procedures, with minimal direction.  Tasks include, but are 
not limited to: 
 

Primary Job Duties and Responsibilities 
1. Overseeing recruitment for open positions, screening and arranging interviews, assisting in 

reference checks, processing background checks and drug screen tests, setting up personnel 

files, and creating new hire forms and orienting new employees.  

2. Providing ongoing performance management guidance to supervisors including guidance for the 

administration of progressive discipline, when necessary.  Consulting with agency’s attorney, as 

needed.  

3. Processing leaves of absences, including paperwork, notifications and filings.  

4. Administering health insurance and EAP programs for employees and serving as point of 

contact for insurance broker and carriers. 

5. Evaluating requests for reasonable accommodation under ADA. 

6. Creating and updating job descriptions in accordance with company practices and changes in 

laws and regulations. 

7. Administering the annual/periodic performance review process, including analysis reports. 

8. Processing correspondence in a timely fashion, including employment verifications, 

unemployment claims, leaves of absence claims, worker’s compensation claims and disability 

applications.  Consulting with supervisors and other relevant management staff as appropriate.  

9. Conducting timely, thorough investigations of written employee complaints or personnel policy 

violations, working with supervisors and the Executive Director, as appropriate.  

10. Conducting stay and exit interviews and providing summaries to Executive Director.  

11. Scheduling and managing new hire orientations. 

12. Providing supervisor trainings on HR topics such as employee management, basic employment 

laws and regulations, and addressing problematic trends in the organization. 

13. Overseeing compliance trainings for staff and managers.  

14. Maintaining all relative documentation and employee personnel files 

15. Maintaining and administering agency handbook, policies and procedures. 

16. Developing and administering processes for employee engagement assessments, retention 
and succession planning.  
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Qualifications 
Candidate must be able to keep agency matters strictly confidential.  Excellent organizational, 
interpersonal, and administrative skills is essential.  Bachelor’s degree in Human Resources, Business or 
a related field.  Years of experience in progressively responsible human resources roles may be substituted 
for formal education.  Proficient in MS Office, familiarity with HRIS systems.  Capable of communicating 
clearly and concisely, both verbally and in writing.  Able to work independently as well as part of a team.   
 
The ideal candidate will have broad knowledge of human resources as well as general administrative 
responsibilities.  This individual will be able to work autonomously and efficiently to ensure end-to-end 
running of HR projects and operations.  

 
 

Benefits include: 14 paid holidays, generous PTO, medical/vision/dental insurance, and more. 

 
 

 
Reports to and supervised by: Executive Director 

Classification: Exempt 

Submit resume and letter of interest to humanresources@cacnemo.org. 

The Child Advocacy Center of Northeast Missouri is an Equal Opportunity Employer. 
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