
 

 

 
 
 

Human Resources Specialist 
 
Classification: Exempt 
FTE: 1.0 
Reports to: Executive Director 
Date of Job Description: April 2019 
 
SUMMARY 
The Human Resources Specialist is responsible for providing assistance in employee relations, 
recruitment, leaves of absence, HR policies development, benefits, compensation, and legal 
compliance to our current staff. 
 
ESSENTIAL DUTIES and RESPONSIBILITIES include the following: 

 Point of contact for employee questions 

 Provide daily administration of HR policies, procedures and programs 

 Administer employee benefit programs, including health, dental, accident and disability, 
FSA, PERA, TRA, and 403b retirement plan 

 Coordinate the recruitment process to include job postings, pre-employment 
background studies, interview scheduling and reference checks 

 Assist employees, as requested, in filing health, dental, life and all other related benefit 
claims 

 Prepare and administer all Leave of Absence requests and disability paperwork 

 Handle and respond to all requests for Unemployment Insurance. 

 Maintain company HR website 

 Support managers to ensure employee issues are handled according to BlueSky policy 
and applicable law. 

 Prepare and maintain employee personnel and medical files in compliance with 
applicable legal requirements 

 Serve as chair of the HR Committee 

 Recommend new approaches, policies and procedures and provide continual 
improvements in efficiency of Human Resources 

 Complete and submit required reports to external agencies on time e.g. STAR, 5500, 
Worker’s Comp, etc. 

 Participate in ongoing professional development to stay current on applicable 
employment laws. 

 Other duties as assigned 
 
WORK ENVIRONMENT 
The position is based in the office, it is not eligible to work from home. The job operates in a 
professional office environment and routinely uses standard office equipment. Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
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. 
 
While performing the duties of this job, the employee is required to talk or hear. 
 
This is largely a sedentary role; however, some filing is required. This would require the ability to 
lift files, open filing cabinets and bend or stoop as necessary. This position requires the ability to 
occasionally lift office products and supplies, up to 10 pounds.  
 
LANGUAGE ABILITY 
Ability to read, analyze, and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations. Ability to write reports, business 
correspondence, and procedure manuals. Ability to effectively present information and respond 
to questions from groups of administrators, teachers, students, office staff, students, and the 
general public. Ability to respond effectively to the most sensitive inquiries or complaints. 
 
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.  
 
EXPECTED HOURS OF WORK 
This position allows for flexibility, however the employee must be available during the “core” 
work hours of 8:30 a.m. to 4:00 p.m. Monday through Friday. 
 
REQUIRED EDUCATION and EXPERIENCE 

 Bachelor’s degree in Human Resources or related field. 

 Minimum of two years of experience in an HR role; or any equivalent combination of 
education and experience that provides the required knowledge, skills and abilities. 

 
PREFERRED EDUCATION and EXPERIENCE 

 PHR or SHRM-CP Certification 
 
ADDITIONAL ELIGIBILITY QUALIFICATIONS 

 Ability to problem solve, work independently, prioritize projects, and manage deadlines 
with little supervision. 

 
EEO STATEMENT 
BlueSky is committed to providing equal employment opportunities and treatment for all 
employees and job applicants. In accordance with applicable law, BlueSky will not fail or refuse 
to hire any individual, discharge any individual, or otherwise discriminate against any individual 
by reason of the employees race, color, creed, religion, national origin, sex, disability, age, 
genetic information, marital status, sexual orientation, or status with regard to public assistance 



 

or on the basis of any status protected by state or local law for employees in the jurisdiction of 
such law. 
 
 


