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POSITION: 
Human Resources Coordinator

DUTIES:
Under general supervision, managing personnel functions including benefits administration, leave records, personnel transactions, workers' compensation, processing midpoint reviews, and performance management forms. Manages the functions of payroll to include pre-confirm and confirm process, and review of payroll taxes. Coordinates the grievance procedures, including Title IX and Harassment procedures. Performs general clerical duties.

RESPONSIBILITIES: 

1. Enters part-time new hire data into the PeopleSoft Human Capital Management System. Reviews and processes personnel and/or position transactions. Enter transaction data. 
2. Assists with the coordination of the termination process for full-time personnel to include the DOL Separation Notices. 
3. Processes and maintains leave records to include Annual, Sick, Personal, FMLA, and Leave without Pay options. 
4. May assist Payroll technician with quarterly taxes, payroll adjustments, and payroll-related problems as needed. 
5. Oversee and monitor the process relating to Title IX law developments; and implementation of grievance procedures, including notification, investigation, and disposition of complaints. 
6. Oversees and monitors the policy related to Workplace Harassment, including sexual harassment. 7. Ensures compliance with all legal notifications and postings. 
8. Provides information about employee benefits for new hires and existing employees, including flexible benefits, health benefits, and open enrollment. 
9. Serves as a consultant to managers and employees of the College on specific human resource problems and concerns. 
10. Communicate with payroll changes and assist in resolving related problems. 
11. Ensures compliance in relation to FMLA, Workers’ Compensation, Workplace Harassment, including sexual harassment. 
12. Implements personnel policies to ensure compliance with TCSG policies and state and federal laws. 
13. Oversee and monitor grievance procedures, including notification, investigation, and disposition of complaints. 
14. Performs general clerical duties, such as answering the phone, maintaining files, completing reports, and performing limited typing or related duties. Responds to inquiries about the College and its employees. 
15. Coordinates and files performance management forms. 
16. Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. 
17. Demonstrates eagerness to learn and assume responsibility; seeks out and accepts increased responsibility; displays a "can do" approach to work. 
18. Shows persistence and seeks alternatives when obstacles arise; seeks alternative solutions; does things before being asked or forced to by events. 





19. Works within the system in a resourceful manner to accomplish reasonable work goals; shows flexibility in response to process change and adapts to and accommodates new methods and procedures. 
20. Accepts direction and feedback from supervisor and follows through appropriately. 
21. Participate in required staff development activities. 
22. Serves on various committees of the College assigned. 
23. Performs other duties as assigned by the Human Resources Director. 

MINIMUM QUALIFICATIONS: An associate degree *and* Three (3) years of work-related experience. Note: Experience may substitute for education on a year-for-year basis.

APPLICATION DEADLINE:
Open until filled.
SALARY/BENEFITS:
Salary will be determined in accordance with guidelines established by the Technical College System of Georgia. Benefits include the State of Georgia Flexible Benefits Program, State of Georgia holidays, and annual/sick leave.
APPLICATION PROCESS:
Interested applicants should apply via CPTC ONLINE JOB CENTER by completing the online application form. The letter of interest and resume along with additional documentation specific to the position must uploaded to the Job Center. Incomplete application packages cannot be considered for an interview and will not be forwarded to the hiring supervisor. A criminal background check and a driver’s motor history report will be conducted prior to employment.



Equal Opportunity Statement
Coastal Pines Technical College (CPTC) does not discriminate on the basis of an individual's age, color, disability, genetic information, national origin, race, religion, sex, or veteran status ("protected status"). The following persons have been designated to coordinate the College's implementation of non-discrimination policies: Emily Harris, Title IX Coordinator, Waycross Campus, 1701 Carswell Avenue, Waycross, Georgia eharris@coastalpines.edu 912.287.4098; titleix@coastalpines.edu ADA/Section 504 Coordinator, ada@coastalpines.edu  
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