
 

POSITION:  Human Resources - HR Generalist 

 

JOB DESCRIPTION 

SUPERVISOR: Under the direct supervision of the HR Officer 

RANGE: M3 

HOURS/SCHEDULE:  Exempt. Full time 37.5 hours per week. Day hours. Flexibility 
when needed for evening and/or weekends. Schedule subject to change if need arises. 

PURPOSE: HR Generalist is responsible for: overseeing business and operational 
tasks related to Human Resources Department including but not limited to recruitment, 
data tracking, contracts, benefits, budget , reports, documentation etc. This position will 
work closely with all Department Heads, Supervisors, Administration and HR Assistant. 
Will handle routine HR matters and serve as back up to the HR Officer.  

This position will collaborate closely with the Executive Director and HR Officer on all 
personnel matters.  Directly supervises Volunteer Coordinator and co supervision of HR 
Assistant.   

Member of the Leadership Team. 

Position requires excellent diplomatic communication and interpersonal skills, 
exceptional teamwork, coaching skills, excellent skill with spreadsheets, ability to 
analyze and prioritize effectively; highly flexible.  Maintain complete confidentiality.  
Ability to access, input, and retrieve data from the computer; ability to inspect and 
analyze computer records; ability to retrieve information from print; ability to perform 
light to medium work.  
 
ESSENTIAL DUTIES: 
 
Human Resources  40% 
Supervision   10% 
Personnel  50% 
 

DUTIES AND RESPONSIBILITIES (in alphabetical order): 

Human Resources 

 
 Actively keeps abreast of HR laws and compliance 
 Completes HR portions of surveys 
 Conducts interviews with appropriate department heads and appropriate staff 
 Coordinates, monitors and sets priorities for HR department projects and ensures 

accuracy and timely workflow in collaboration with HR Officer. 
 Defines scope of personnel records and supervises maintenance of those 

records in collaboration with HR Officer. 
 Develops and implements recruitment/retention strategy 



 

 Holds regularly scheduled meetings with all Assistant Department Heads and 
Supervisors when needed. 

 Intra-departmental HR and Administration-related projects 
 Maintains contact with Human Resource Manager of Village of Mount Prospect 

regarding common benefits and filing necessary paperwork as needed, 
 Oversees development and management of volunteer program 
 Oversees new employee orientation and training 
 Oversees salary administration in collaboration with HR Officer 
 Oversees the administration of the employee benefit program 
 Oversees the recruitment process as handled by HR Assistant including posting 

job ads, setting up appointments, calling references 
 Payroll as assigned 
 Performs HR audits when requested 
 Prepares monthly and annual HR report with HR Officer  
 Works with Business Manager and IT director to reconcile issues relating 

Library’s payroll/HR system 
 
 

SUPERVISION/MANAGEMENT 
 

 Encourages and solicits staff suggestions and acts on them appropriately 
 Ensures sufficient training programs are in place for Library and Departments. 
 Establishes standards of work performance and monitors accordingly 
 Holds regularly scheduled meetings with direct reports 
 Interprets library and department policies and procedures  
 Prepares recommendations for annual department budget  
 Provides individual and group training for staff in personnel policy and practices 
 Responsible for completion of administrative HR department functions 
 Reviews timeclock records weekly as assigned and serves as a back-up for 

closing timeclock 
 Schedules work and maintains adequate staffing levels 

 

Personnel 

 Coaches staff and supervisors 
 Directs supervisors on proper practice and procedures for specific situations and 

follows up 
 Drafts, reviews and proposes new personnel policies and practices 
 Ensures proper documentation 
 Monitors all personnel policies and practices for compliance with the law 

 Monitors staff performance review process including supervisor timeliness and 
ensuring personnel record keeping and reporting. 

 Oversees annual updating of new job descriptions done at review and 
recommend revisions to existing job descriptions when needed 

 Participates in three month reviews and others as appropriate 



 

 Prepares communications to Library attorney and Village Human Resources as 
assigned 

 Previews/edits three month, six/nine month and annual written performance reviews as 
requested. 

 Recommends and handles personnel actions as directed by HR Officer 
 Responsible for FOIA responses regarding personnel as directed by HR Officer 

 
Other 

 Attends appropriate meetings, workshops, seminars and  board meetings when 
needed 

 Chairs or serves on committees as assigned 
 Other duties as assigned 
 Represents Library to community agencies as assigned 
 Serves as In Charge staff as assigned 

 
 

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES 
 

 Ability to demonstrate decisive leadership 
 Ability to maintain a positive and flexible approach to problem solving 
 Ability to maintain complete confidentiality 
 Ability to work collaboratively with all levels of staff and work styles 
 Ability to think and plan strategically 
 Ability to think analytically (e.g. short term versus long term effect) 
 Ability to prioritize work effectively 
 Excellent coaching skills 
 Excellent communication and interpersonal skills 
 Excellent Microsoft Office skills  
 Excellent interviewing skills 
 Excellent observation skills 
 Excellent time management 
 Flexibility with schedule 
 Tactful and diplomatic 
 Ability to integrate issues and key factors into a conceptual framework. 

 
 
ABILITY, KNOWLEDGE AND SKILLS: (in alphabetical order) 
 
Ability to accept responsibility and to motivate staff toward a coordinated effort 
Ability to actively encourage/solicit staff suggestions and to act on them appropriately 
Ability to be flexible 
Ability to coach 
Ability to conduct reference interviews and set appointments on the telephone 
Ability to delegate work 
Ability to determine budget needs and to operate within defined budget limitations 
Ability to direct, document and evaluate staff performance 
Ability to effectively use email and chat 



 

Ability to establish an appropriate work environment 
Ability to establish and maintain effective working relationships with others 
Ability to establish standards of work performance 
Ability to follow directions and complete assignments in a timely manner 
Ability to give clear direction and provide follow through 
Ability to integrate issues and key factors into a conceptual framework. 
Ability to interpret correctly library policies and procedures  
Ability to lead 
Ability to lift, pull, stoop and crouch 
Ability to maintain a positive and flexible approach to problem solving 
Ability to maintain complete confidentiality 
Ability to motivate staff 
Ability to organize and prioritize work effectively 
Ability to perform light to medium work 
Ability to provide clear, effective and timely feedback 
Ability to see the need for action and to act appropriately 
Ability to speak to a large group 
Ability to train and prepare employees effectively to accomplish their work 
Ability to understand a situation or problem by identifying patterns or connections and 
address key underlying issues 
Ability to work as a member of a team 
Ability to work both in person and via Skype or other virtual tools. 
Ability to work collaboratively with all levels of staff and work styles 
Ability to work independently 
Ability to work under pressure 
Broad knowledge of human resources and public administration best practices  
Broad knowledge of personnel coaching and documentation 
Detail oriented 
Excellent listening skills 
Excellent analytical skills 
Excellent coaching skills 
Excellent Excel skills 
Excellent interpersonal skills 
Excellent organizational skills 
Excellent problem solving skills 
Excellent written and verbal communication skills 
Familiarity and understanding of current labor laws 
Knowledge of Library policies and procedures 
Knowledge of standard practices for benefit administration 
Knowledge of training techniques and resources 
Knowledge of volunteer administration 
Knowledge of wage and salary administration 
Knowledge/skill for budgeting procedures and best practices 
Knowledge/skill of databases and internet  
Knowledge/skill with collaborative and/or interactive web applications 
Knowledge/skill with electronic messaging, e.g. email 
Knowledge/skill with Microsoft Office applications 
 
 



 

EDUCATION AND TRAINING: 

 
Bachelor’s degree in Human Resources/Personnel or related field. Minimum of five 
years progressively responsible experience in a public library, municipal or other public 
setting.  Proficiency with database and spreadsheets required.  Supervisory experience 
required. SPHR or PHR certification a plus.         
      


