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PUYALLUP TRIBAL HEALTH AUTHORITY

JOB ANNOUNCEMENT


JOB TITLE:

Human Resources Recruiter/Generalist

 

REPORTS TO: 
Human Resources Director


DEPT: 

Human Resources
OPEN DATE: 
January 22, 2015



CLOSE DATE:
February 4, 2015


GENERAL FUNCTION: Performs comprehensive recruiting and human resource generalist duties and follows established guidelines, processes and procedures. Provides professional level support to the department as needed and required.
ESSENTIAL JOB FUNCTIONS:
	Recruiting Functions:

	· Effectively utilize HRIS system (ADP) to develop, implement and maintain modules for effective electronic applicant tracking systems, reports and processes.

	· Monitor HR emails/inbox and screen applications/resumes for qualifications, on a daily basis or as they come in, respond as necessary and obtain additional candidate information as needed.

	· Adhere to the Tribe’s Indian Hiring Preference policy in the candidate screening/selection process.

	· Assist with processing Requests for Staff (RFS) and work with various departments and hiring managers to obtain necessary documentation, signatures and approvals as needed.  

	· Assist with preparing and posting job announcements, within one business day of obtaining RFS, using established guidelines, including working with outside staffing agencies as needed.

	· Assist with updating and maintaining job line, job announcements, recruitment flyers, TV’s and websites, on a weekly or as needed basis.

	· Contact hiring manager, within one business day of position closing, to schedule review of applications/resumes and work with them, in a timely manner, to determine next steps.

	· Schedule and coordinate applicant interviews with all involved participants, as requested.

	· Prepare interview questions, tests and packets prior to scheduled interview.  Conduct interviews and candidate testing, as needed or requested.

	· Initiate reference and background checks for final candidates within one business day. 

	· Work with hiring manager and HR Team, on final selection of candidate and process necessary pre-hire paperwork. 

	· Research and recommend ways to refine and streamline recruiting processes, including providing alternate sourcing methods for obtaining qualified applicants.


	HR Generalist Functions:

	· Create, modify and provide HR reports, forms and documents as requested.

	· Respond to employee and applicant inquiries within two business days.

	· Provide new employee orientations and educate new employees on policies, procedures, processes, benefits and retirement programs, as needed.

	· Assist with processing new hire paperwork on same day of hire and maintain personnel files in HRIS system as needed.

	· Handle all student internship/externship, job shadow and volunteer requests. Obtain necessary paperwork and information from candidate and forward to department supervisor for consideration. Collaborate with department supervisor on scheduling student or volunteer, if needed.

	· Work with schools and universities to renew or develop agency affiliation agreements that adhere to and are in alignment with PTHA policies, processes and procedures.    

	· Assist with HR events, training and other departmental duties as required. 




MINIMUM REQUIREMENTS (EDUCATION AND EXPERIENCE): 
Bachelor’s Degree in Human Resources or related field. Two years’ experience performing human resource generalist functions, with one year direct recruitment experience, to include job posting, applicant tracking/screening, interviews, scheduling, reference verification, etc.  Knowledge of federal regulations relating to employment law.  Proficiency in MS Office programs such as Word, Excel and Outlook. Experience and proficiency using HRIS software system(s).


BENEFITS FOR THIS POSITION INCLUDE: Medical, Vision, Dental, Life and AD&D insurance, 401(k), Vacation and Sick leave, paid Holidays, Employee Assistance Plan plus much more!
TO APPLY: 

A PTHA employment application is required (resume optional).  Applications are available in the Human Resource Department or on the PTHA website.  Completed applications must be submitted to the Human Resource Department by 5:00 pm on the closing date.  We are an Equal Opportunity Employer while practicing Native preference according to law.  

PTHA - Human Resource Department

Kwawachee Counseling Center, Bldg #4, 1st Floor

2209 East 32nd Street
Tacoma, WA 98404

Phone: (253) 593-0232 ext. 516

Fax: (253) 593-3479

Email: hr@eptha.com
Website: www.eptha.com 

Because of the large number of applications that may be received, not everyone who applies for a vacant position will be interviewed. Only those interviewed will receive notification when the position is filled or closed.
PTHA IS AN ALCOHOL/DRUG FREE WORKPLACE and SMOKE-FREE ENVIRONMENT                          
