
 
 

 

Job Title:  HR Generalist 

FLSA Status:   Exempt 

Salary:   $23.00 - $28.00 per hour depending upon experience  
Department: Administration   

Reports To: President   

Direct Reports: None 

Approved By: Primary Solutions & Insperity’s Human Resources Departments  

Approval Date: 10/06/2017 

 

Summary:   

Act as company Human Resources and payroll representative. Foster positive company culture and 

assist all employees with embracing change during company growth. Ensure company policies are 

compliant with federal, state, and local employment and payroll laws. Act as the Insperity PEO liaison 

and expert. Direct the research and analysis of employment and payroll law and provide counsel and 

creative input to leadership. Carries out management responsibilities in alignment with company 

policies and applicable laws - including; interviewing, hiring, and training employees; planning, assigning, 

and directing work; performance evaluations; counseling employees; addressing resolving department 

and employee challenges. 

 

Overview:  

The Human Resources Generalist position is a part-time, 20 hours a week, exempt (salary) position. This 

position will work with Leadership and all teams in order to support Primary Solutions employees and 

the culture of the company. The hours /days are negotiable but should fit within the normal business 

hours which are between 8am and 5pm, Monday through Friday.  Remote working will be minimal. This 

position doesn’t require outside hours or regular travelling. This position requires a Bachelor’s Degree 

(B.A.) from a 4-year college or university; or PHR certification; or two to four years related experience 

and/or training; or equivalent combination of education and experience. 

 

Timeframe: 

This position will be posted internally and externally for 3 weeks or until the position is filled.  

 

Contact:  

Please contact Bonita Erenpreiss, the Office & Facilities Manager for consideration or to ask further 

questions about these positions. Bonita.Erenpreiss@PrimarySolutions.net,  614-430-0355 ext. 200.  

 

Apply: 

Please follow the links below to apply to this position or send your resume to Bonita Erenpreiss.   

http://hr.oh.cen.associationcareernetwork.com/job/hr-generalist/37445973/ 



https://www.indeedjobs.com/primary-solutions/_hl/en_US 
 

Essential Duties and Responsibilities include the following.  Other duties may be assigned.   

 

1. Input and verify company payroll including calculating commission, updating employee 

information and deductions.  

2. Insperity expert and liaison.  

3. Manage, coordinate, and analyze employee benefits, eligibility, and enrollment - including 

medical, dental, vision, 401k, AFLAC, and LTD.  

4. Monitor and update employee handbook, company policies and procedures, new hire orientation, 

and annual employee training requirements and compliance.  

5. Maintain and audit employment files.  

6. Post and monitor open positions.  

7. Provide assistance to Leadership with maintaining job descriptions, department staffing needs, 

troubleshooting employee issues, and general leadership support.  

8. Remind and support leadership of staff annual and 90 day introductory period reviews.  

9. Support leadership with employee counselling and terminations.  

10. Coordinate with Facilities and IT regarding access and company property used by employees and 

their return or termination at end of employment.  

11. Support and enforce compliance with all government employment regulations - HIPAA, EEOC, 

ADA, ADEA.  

12. Maintain company organizational information including but not limited to; accountability chat, 

organizational chart, employee contact list, building maps, and emergency contact lists. 

13. Promote and remind staff of Outlook tools such as calendar sharing, meeting room and car 

reservations, out of the office messaging, and group email usage. 

14. Support and monitor Insperity lead trainings including mandatory compliance and liability 

trainings, Leadership assigned trainings, and individually assigned trainings. 

 

Other Responsibilities: 

1. Inspirer of company culture 

2. Manage company apparel orders 

3. Committee member of the Fun & Recreation Team - including employee recognition, activities, 

and coordinating events on employee’s behalf 

4. Manage company monthly newsletter - Prime News 

5. Uphold the Mission, Vision and Values of Primary Solutions 

6. Contribute to positive company culture 

7. Other duties as assigned 

 

Qualifications: 

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

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

Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

Education/Experience: 

Bachelor’s Degree (B.A.) from a 4-year college or university; or PHR certification; or two to four years 

related experience and/or training; or equivalent combination of education and experience. 

  



Language Ability: 

Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and 

legal documents. Ability to respond to common inquiries or complaints from customers, regulatory 

agencies, or members of the business community. Ability to write speeches and articles for publication 

that conform to prescribed style and format. 

 

Math Ability: 

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 

percentages, area, circumference, and volume. Ability to apply concepts of basic algebra and geometry. 

 

Reasoning Ability:  

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret 

an extensive variety of technical instructions in mathematical or diagram form and deal with several 

abstract and concrete variables. 

 

Computer Skills:  

Microsoft Office Suite, Email, ConnectWise, Insperity, DOL.gov 

 

Certificates and Licenses:  

Professional of Human Resources (PHR) Certification from the Society for Human Resources 

Management  (SHRM) beneficial but not required. 
 

Supervisory Responsibilities:  

None. 

 

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. The employee is occasionally exposed to outside weather 

conditions. 

 

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 accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

While performing the duties of this Job, the employee is frequently required to sit, use hands to finger, 

handle or feel, and talk or hear. The employee is regularly required to walk, and reach with hands and 

arms. The employee is occasionally required to stand. The employee is occasionally required to stand, 

climb or balance, stoop, kneel, and crouch or crawl. The employee also must occasionally lift and /or 

move up to 25 pounds. Specific vision abilities required by this job include Close vision, Color vision, 

Depth Perception, and Ability to adjust focus. 

 

The above job description is not intended to be an all-inclusive list of duties and standards of the 

position.  Incumbents will follow any other instructions, and perform any other related duties, as 

assigned by their supervisor. 

 



https://www.indeedjobs.com/primary-solutions/_hl/en_US 


