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Job Opening Announcement


	

	


	
	City of Sevierville
Human Resources Department
invites applications for the position of: 
Human Resources Generalist


	

	


SALARY:
$36,963 to $41,770 base pay – Pay Grade 11
OPENING DATE: 07/26/2021


CLOSING DATE: 08/06/2021
SUMMARY:

This position’s primary duties are: 
· Processes all personnel action forms for new employees, promotions, demotions, COLAs, progression pay changes, through the payroll system and various software programs.

· Examines employee files to answer inquiries and provide information to authorized persons.

· Compiles and maintains records for use in employee benefits administration for all City employees and retirees.

· Coordinates Family Medical Leave requests with employees and oversees leave tracking per FMLA legal guidelines; administers and coordinates life and disability insurance requests.

· Processes monthly payments to insurance providers (medical/dental, life and disability, vision, and other voluntary benefits).

· Prepares job posting and advertisements and tracks applicants for interviewing purposes.

· Serves as a mediator/trouble shooter when employees, insurance or medical providers have difficulty with claims.

· Schedules random drug tests quarterly and tracks results along with new hire testing.

· Performs other general human resources activities as directed by the Human Resources Manager.
MINIMUM QUALIFICATIONS:

Requires associate degree or the equivalent of two years of college or vocational experience in business or related field.  Bachelor’s degree preferred. SHRM Certificated Professional preferred.  Requires three to five years of experience in human resources, benefits administration, payroll or related business.

Please submit application and/or resume in an envelope marked “HR Generalist” to City of Sevierville, Att: Human Resources, P.O. Box 5500, Sevierville, TN 37864-5500.  Applications can be completed on-line at www.seviervilletn.org/careers.  Resumes may be sent by fax to 865-453-5518 or e-mailed to kward@seviervilletn.org.  

The City of Sevierville is an equal opportunity employer and does not discriminate on the basis of sex or handicap in its programs or activities pursuant to Public Law 93-112 or 101-336
The City of Sevierville does not discriminate based on race, color or national origin in federal or state sponsored programs, pursuant to Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d.)

NOTE:  Only applicants who provide a valid e-mail address will be notified when the position has been filled.
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