WYOMING MACHINERY COMPANY
HR Generalist- Cheyenne
DEPARTMENT:  Human Resources


REPORTS TO:   Human Resources Manager
DATE:  06-06-13             

GENERAL PURPOSE
Performs Human Resources related duties at the professional level and may carry out responsibilities in some or all of the following functional areas: compensation, benefits, employee relations, training, employment, labor relations, employment equity programs, recruitment and retention initiatives.
ESSENTIAL DUTIES/RESPONSIBILITIES
1. Partners with employees and management to communicate various Human Resources policies, procedures, laws, standards and government regulations. 

2. Conducts exit interviews and analyzes data and makes recommendations to the management team for corrective action and continuous improvement. 

3. Responds to employee relation issues such as employee complaints, harassment allegations, and civil rights complaints. 

4. Facilitates and/or provides training (including orientation) to the workforce. 

6. Performs benefits administration to include claims resolution, reporting, and communicating benefit information to employees. 

7. Interviews, screens, and recruits job applicants to fill entry level, professional and technical job openings. 

8. Reviews applications and interviews applicants to match experience with specific job related requirements. 

10.  Investigates and settles conflict in the best interests of the company, management and employees.  
11. Responds to EEOC, DOL and/or NLRB charges. 
12. Assists in evaluation of reports, decisions, and results of department in                                                                   relation to established goals. Recommends new approaches, policies, and procedures to effect continual improvements in efficiency of department and services performed.
OTHER DUTIES/RESPONSIBILITIES
Ability to objectively coach employees and management through complex, difficult, and emotional issues. 

Must have the ability to research and analyze different type of data information. 

Must have the ability to make recommendations to effectively resolve problems or issues, by using judgment that is consistent with standards, practices, policies, procedures, regulation or government law. 

Provide HR support to the Rock Springs store. Travel required.

JOB QUALIFICATIONS
KNOWLEDGE, SKILL AND ABILITY
· Ability to build and maintain positive relationships internally and externally
· Excellent written and verbal communications skills. 
· Ability to prepare written reports and correspondences, and presentations to leadership as required

· Strong working knowledge of Microsoft products                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
EDUCATION OR FORMAL TRAINING
· Bachelor's degree in Human Resources Management, or a related field and or the equivalent of education and experience. 

· PHR certified or ability to obtain within 18 months of employment

EXPERIENCE


· Minimum two years experience working in Human Resources.  
  Experience working with employee benefit programs preferred. 
