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Hospice Brazos Valley  

Human Resource Generalist  

Job Description #1607 

 

 

Department: Administration  

Reports To: CFO  

FLSA Status: Non-Exempt 

Prepared By: President/CEO 

Prepared Date: 01/31/1993 

Approved By: VP/CFO  

Revision Date:  06/11/2020 

 

 

JOB SUMMARY 

Responsible for performing human resource related duties. Carries out responsibilities in the 

following areas: employee relations, training, performance management, onboarding, policy 

implementation, recruitment/employment, employee benefits, and employment law compliance.  

COMPLIANCE FUNCTIONS 

Adheres to all local, state, national, and industry codes, laws, rules, guidelines and mandates 

while performing job duties.  Works with and reports to the agency Compliance Officer any 

concerns, indications or behavior related to potential Fraud, Waste and/or Abuse. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following: 

 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  

The requirements listed below are representative of knowledge, skill and/or ability required.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions. 

1. Partners with employees and management to communicate various Human Resources 

policies, procedures, laws, standards and government regulations. 

2. Oversee the recruitment process, through advertising open positions, pre-screening 

applicants, interviewing, and assisting with the overall hiring process. Works with HBV 

leaders to efficiently and appropriately meet their expectations.    

3. Assists managers with documenting promotions, transfers, and terminations.  Maintains 

employee statistics for compliance reporting. 

4. Plans, conducts and supervises new employee orientations, ensuring initial levels of 

competency. 

5. Coordinates performance review process to ensure effectiveness, compliance, and 

timeliness within organization. 

6. Coordinates all HR, safety and risk management education for all agency locations to 

ensure compliance. 

7. Maintains all personnel files in compliance with state and federal guidelines.  

8. Monitors Continuing Education Program. 
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9. Coordinates and implements the employee drug testing program.  

10. Updates and prepares employee handbooks.  

11. Monitors accuracy and amends as needed personnel policies and procedures.  

12. Generates statistics for US Department of Labor as required by law. 

13. Assists employees with grievance issues.  

14. Prepares reports and recommends procedures to reduce absenteeism and turnover. 

15. Assures that all payroll changes such as raises, address changes, and terminations are 

entered into the payroll system and reported to the accounting department.   

16. Coordinates and responds to external provider any unemployment claims in a timely 

manner.  

17. Maintains and keeps current all employee information in the payroll database. 

18. Conducts or assists with employee exit interviews and completes appropriate paperwork.  

19. Maintains compliance with COBRA, FMLA, ADA, etc. 

20. Receives all on-the-job injury claims, verifies for accuracy, and makes sure that all 

necessary forms are completed. 

21. Maintains compliance with all federal and state labor laws.  

22. Responds to all appropriate requests for verification of employment and income.  

23. Maintains all employee benefits records, coordinating any changes with 

accounting/payroll.   

 

QUALIFICATIONS 

1. Degree in Human Resource Management, Business, or related field preferred.  

2. At least 3 years of Human Resource or Employee Relations preferred.  

3. Proficient in State and Federal regulations related to employment policies.  

4. Able to effectively problem solve and demonstrate decision making skills.  

5. Exhibits qualities of dependability and reliability.  

6. Knowledge of payroll system and personnel file requirements.  

7. Willingness to devote additional time and effort to the position when indicated. 

 
LANGUAGE SKILLS 

Ability to read and comprehend complex instructions, correspondence, and memos.  Has ability to write 

complex correspondence, to effectively present information in one-to-one and group situations to 

customers, patients/families, and other employees of the organizations. 

 

MATHEMATICAL SKILLS 
Ability to add, subtract two digit numbers and to multiply and divide with 10’s and 100’s.  Has the ability 

to perform these operations using units of American money and weight measurement, volume and 

distance. Ability to analyze data trends and develop graphical presentations.  Able to determine statistical 

significance of trend deviations.  

 

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written, oral or 

diagram form.  Ability to deal with problems involving several concrete variables in standardized 

situations. 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the essential 

functions.  While performing the duties of this job, the employee is regularly required to stand; 

walk; sit; use hands to finger, handle, or feel; reach with hands and arms; climb or balance; 

stoop, kneel, crouch, or crawl; talk or hear; and taste or smell.  The employee must regularly lift 

and/or move more than 10 pounds.  Specific vision abilities required by this job include close 

vision, distance vision, color vision, and peripheral vision. 

  
 

WORK ENVIRONMENT  

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  The noise level in the work environment 

is usually moderate.   

 

This job description is not intended to be all inclusive and the employee will also perform 

other reasonably-related business duties as assigned by management.  

 

Hospice Brazos Valley reserves the right to revise or change job duties as the need arises. The 

job description does not constitute a written or implied contract of employment.  

 

 

 

 
 


