
COUNTY OF JASPER 

 

Employment Opportunity 
Join our team as a Human Resources Generalist! 

 

Position Title: Human Resources Generalist 

Employment Status: Full-Time 

Starting Salary: $55,000 per year 

Work Schedule: Monday-Friday, 8:00 a.m. to 4:00 p.m. 

 

Position Summary 

The HR Generalist supports day-to-day human resources operations and serves as a key resource 
for employees and managers. This role is responsible for administering HR policies and 
procedures, supporting recruitment and onboarding, maintaining employee records, and ensuring 
compliance with employment laws. The ideal candidate is organized, professional, and able to 
handle confidential information with discretion.  

 

Key Responsibilities 

• Serve as a point of contact for employee questions, concerns, and policy interpretation 
• Support positive employee relations by providing guidance and resolving routine issues 
• Assist with performance management processes and documentation  
• Support full-cycle recruitment activities, including posting jobs, screening applicants, and 

coordinating interviews 
• Prepare o er letters and assist with new-hire onboarding 
• Facilitate new-hire orientation and ensure a smooth transition into the organization 
• Maintain accurate and up-to-date employee records, files, and HRIS data 
• Process employee changes, terminations, and status updates 
• Manage benefits administration, open enrollment, and employee communications 
• Ensure compliance with federal, state, and local employment laws 
• Assist with audits, reporting, and documentation requirements 
• Support the development and communication of HR policies and procedures 
• Coordinate training sessions, compliance courses, and employee development initiatives 
• Track participation and maintain training records 



COUNTY OF JASPER 

• Support HR projects and initiatives as needed 
• Assist with employee engagement activities and internal communications 
• Manage all FMLA and benefit claims, work directly with all benefit providers to ensure 

employees’ eligibility is maintained 
• Work with payroll to ensure benefit deductions for each employee are accurate and 

accounted for 
• Communicate with the force any benefit changes or updates  
• Maintain the highest level of professional conduct and confidentiality in all aspects of the 

position 
• Be responsible for reporting any issues to the County Commissioners/County Attorney 

 

Qualifications 

• 3-5 years of HR experience, ideally in a generalist or coordinator role 
• Knowledge of HR practices and employment laws 
• Excellent communication, interpersonal, and organizational skills 
• Ability to maintain confidentiality and handle sensitive information 
• Proficiency with HRIS systems and Microsoft O ice Suite 
• High School Diploma/GED 
• An associate’s degree in HR is beneficial 

 

How to Apply 

Applicants must submit the required employment application and any additional requested 
materials by the application deadline.  

• County Employment Application 
• Resume  

 

Applications may be submitted: 

Email: hrjasper@co.jasper.in.us 

Mail:  

Jasper County Government 

910 S Sparling Ave,  

Rensselaer, IN 47978 

In Person: 910 S Sparling Ave, Rensselaer, IN 47978 


