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Job Description


ARC is a company of innovators and problem solvers that help our Fortune 500 clients solve their most difficult future manufacturing challenges today through our technology solutions. We work hand in hand with top aerospace, defense, transportation, industrial and electronics companies to bring new productivity solutions to the forefront. Join us and you will be working on different challenges every day.
HR Generalist Overview
The Human Resource (HR) Generalist is responsible for performing HR-related duties on a professional and strictly confidenital level with all company employees. This individual carries out responsibilities in the following functional areas: payroll and benefits administration, recruitment/employment, employee onboarding and continued positive relations, policy implementation, affirmative action and employment law compliance, and training.  Provides data-based reports and recommendations for policy changes yielding high performance, employee satisfaction, and low turnover.
Critical Job Responsibilities

· Accurate and timely weekly/bi-weekly payroll delivery, including PTO and other adjustments
· METRIC: TBD
· Adequately addresses staffing needs through recruitment methods, contacts, and activities
· METRIC: TBD
· Co-develops performance-based compensation plans yielding the highest performance and employee satisfaction
· METRIC:  TBD
Other Job Responsibilities

· Performs all human resource activities to include employment, compensation, labor relations, benefits, and training and development. 
· Administers benefits programs such as life, health, and dental insurance, PTO, leave of absence, and employee assistance; serve as liaison, as necessary, between employees and company insurance carriers
· Assists with recruiting candidates to fill vacant positions

· Develops and maintain relationships with relocation and employment agencies, colleges, universities, networks, and any other recruitment sources
· Plans and conducts new employee orientation to foster positive attitude toward company vision
· Conducts company-wide educational programs on benefit programs 
· Advises management in appropriate resolution of employee relations issues
· Prepares employee separation notices and related documentation, and conducts exit interviews to determine reasons behind separations and reports findings to management.
· Advises management of Company policy regarding equal employment opportunities, compensation, and employee benefits
· Maintains a human resources database and system that meets top management information needs

· Complies with federal and state regulations employment regulations.
· Maintains the company salary structure, job descriptions, and job evaluation systems
· Develops and documents company policies, procedures, and provides advice aand assistance to management.
· Coordinates the resolution of specific policy-related and procedural problems and inquiries
· Process and manage weekly payroll for employees using ADP payroll system.
· Prepares new hire paperwork, new hire orientation and human resource file maintenance.
· Trains all employees, staff and managers on employment policies.
· Maintains Employee Handbook.

Knowledge/Skills, Education/Training, and Experience 
Knowledge/Skills
· 3 to 5 years’ experience in Human Resources generalist or representative role
· Knowledge of federal and state employment benefit laws and guidelines
· Knowledge of ADP workforcenow payroll system
· Excellent interpersonal and communication skills
· Provide a positive company image to the public maintaining a professional appearance
· Must be able to maintain a “distant,” yet personable, relationship with employees maintaining strict confidentiality
· Must possess skills to create a compelling presentation to support your goals, get your point across, get buy-in for your ideas, and inspire others to achieve high performance.

· Communicate clearly and relate to a variety of diverse individuals and groups

· Strong computer/PC skills
Education/Training
Associate's or Bachelor's Degree in HR or Business Administration preferred.
Experience with ADP payroll systems and time/labor systems is a plus.
Must have demonstrable competency with computers (MS Word, MS Excel, etc
ARC offers a comprehensive health, dental and vision benefits package, along with a matching 401k, for our full-time employees and their dependents.
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