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	Position Classification


	Position Title
	Human Resources Generalist

	Department
	Human Resources

	FLSA Status
	Exempt- Administration

	Report To
	Chief Risk Officer

	Revised Date
	November 14, 2025

	Position Summary

	The Human Resource (HR) Generalist is responsible for managing all HR functions, including recruitment, compensation and benefits administration, onboarding, payroll, training initiatives and record-keeping. This role provides HR guidance to both management and employees.

	Essential Duties and Responsibilities

	Recruitment & Onboarding
· Work with senior management to identify hiring needs.
· Create job postings, screen applications, schedule interviews, and conduct background checks.
· Maintain relationships with staffing agencies, universities, and trade programs.
· Onboard new hires and process necessary paperwork to ensure a smooth transition for new hires.
Employee Relations & Development
· Address employee issues and mediate workplace disputes.
· Organize and conduct training sessions.
· Develop and implement professional development plans.
Recordkeeping
· Maintains accurate and up to date employee records in HR database.
· Conducts internal audits on employee records.
Compensation & Benefits
· Prepare and administer compensation and benefits packages
· Responsible for enrollment and administration of employee benefits including health insurance, retirement plans, and leaves of absence
· Conduct open enrollment meetings
· Educate employees about benefits and support enrollment and changes
Payroll Administration
· Review weekly hourly payroll for accuracy
· Process semi-monthly payroll in a timely manner
Policy and Compliance
· Ensures all HR functions comply with federal, state, and local regulations
· Develop, implement and evaluate HR department policies and procedures
· Guiding employees and management on HR procedures and company policies
Other Duties
· Exemplifies the service attitude of The Trevino Group at all times
· Performs other related duties upon request


	Qualifications

	Education
	· Bachelor’s degree in human resources required with 5-7 years of experience working in this role preferred

	Certifications & Licenses
	· PHR, SHRM or other human resources certification preferred

	Experience
	· 5-10 years of HR experience

	Competencies
	· Communication Skills- Effectively conveys information to all levels of the organization, both verbally and in writing; listens actively and responds thoughtfully
· Problem Solving and Critical Thinking- Identifies issues quickly, evaluates options, and implements practical solutions that align with company policies and objectives
· Relationship Management- Builds strong, trust-based relationships with employees, managers, and external partners; handles sensitive situations with diplomacy and discretion

	Physical and Work Environment
	· Office environment
· Some travel may be required

	Employee Acknowledgement

	I acknowledge that I have received, read, and understand this job description, and that I am expected to consistently demonstrate the primary job duties, additional responsibilities, and core competencies of the position.  I understand and agree that the Company may, in its sole discretion, at any time, redefine my job title, job description, or place of employment, and/or may alter or add to my employment duties and responsibilities.  While the Company will endeavor to provide me with as much advance notice of any such change(s) as possible, I further understand and agree that given the nature of our business, advance notice of such change(s) may not always be possible.

	

Employee’s Name (Printed)
	

Employee’s Signature
	

Date

	

Supervisor’s Name (Printed)
	

Supervisor’s Signature
	

Date
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