
HR Generalist   ARYZTA  Swedesboro, NJ 

 
Under the direct supervision of the Human Resources Manager, the HR Generalist provides Human 
Resources services that include initiatives to recruit and retain talent, create a training and development 
environment and promote a culture of employee engagement. Specific areas of direct responsibilities 
include employee relations, benefits and payroll administration, attendance and leaves of absence policy 
administration, compensation/salary administration, organization and development, performance 
management, training, EEO/AA compliance, diversity, relocation, record keeping and special projects. 
Responsible for the confidentiality of sensitive personnel data, accurately interpret laws and regulations 
and consistently apply practices and procedures set forth by ARYZTA LLC. 

Responsibilities 

•Assist with managing all core HR processes and tools including labor requirements, training needs, and 
strategies to reduce employee turnover and improve the employee experience; and supporting ongoing 
business needs for the HR team. 

•Providing advice and counsel to managers and employees on employee relations matters; supporting 
management and with the disciplinary process and all terminations to eliminate potential liability and 
enhance processes. 

•Facilitate development and monitoring of employee performance improvement plans. 

•Ensuring the people-perspective is represented in business decisions so implications are understood 
and the workforce is proactively managed; assessing the impact of business decisions on workforce and 
provides solutions to optimize opportunities and mitigate any downsides. 

•Investigating and resolving employee relations issues; including the investigation of harassment, 
discrimination and other charges; managing discipline and discharge functions, and assuming 
responsibility for the uniform and equitable application of policies across the complex 

•Respond to inquiries regarding personnel issues and insurance benefits. 

•Ensure all local payroll activities which include but is not limited to final payroll signoff and running 
timecard reports for missed punches and coordinate with Corporate payroll on issue resolutions, 
exceptions and special circumstances. 

•Assist and/or direct employees for assistance with their benefits needs. 

•Maintain working knowledge of benefits, including: health and welfare, pension; holiday and PTO pay; 
and salary continuation plans. 

•Perform open enrollment functions as required by Corporate Human Resources. 

•Maintain a working knowledge of outside benefits; unemployment insurance and SDI. 

•Process payroll status change forms such as leaves of absence, terminations, and resignations utilizing 
Success Factors 

•Comply with COBRA, FMLA, CFRA, ADA and the Pregnancy leave acts. 

•Answer questions regarding verifications of employment and reference checks. 

•Communicate effectively both orally and in writing; establish and maintain relationship with staff, 
management and employees. 
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•Attends seminars and briefing for upcoming changes in Labor laws, Wage and Hour, and Worker’s 
Compensation, etc. 

•Performs other duties or special projects as required by the Human Resources Manager and 
Corporate HR. 

Required Skills 

 Bachelor’s degree Human Resource Management, Industrial Relations, Psychology, or Business 

Administration or a related field preferred (or advanced certificates in Human Resources management). 

 4 years progressive work experience in Human Resources with a solid track record for delivering results. 

 Demonstrated success and results serving business clients and experience in developing and implementing 

change initiatives. 

 Strong consulting skills with a track record of quickly gaining credibility and partnering collaboratively with 

business leaders. 

 Currently employed in a position that requires broad, up-to-date knowledge of employment laws and 

practices. Any equivalent combination of education, experience and training that provides the required 

knowledge, skills and abilities. 

 Excellent leadership, presentation, communications and conflict resolution skills 

 Knowledge of Payroll and Benefits regulations and administrative requirements 

 At least 2 years of personnel management experience along with proven experience leading and coaching 

quality/process improvement projects; and identifying performance metrics that accurately reflect the state of 

a given process and/or business. 

SKILLS: 

 Excellent oral and written communications skills, including the ability to clearly and concisely answer 

questions and convey information to staff, and management. 

 Outstanding analytical skills, including the ability to develop systems that effectively implement, evaluate 

and track key HR tasks and the ability to analyze and act on the information in legal documents, journal 

articles and other publications. 

 Excellent conflict resolution skills. 

 Understanding and respect for individual differences and cultural diversity. 

 Exhibits confidence in self and others; inspires and motivates others to perform well; inspires respect and 

trust; accepts feedback from others; gives appropriate recognition to others. 

 Takes responsibility for local all local HR activities; makes self available to employees & the management 

team 

 Effective time management skills, including ability to prioritize workload to meet key deadline 



 Proficiency with Microsoft Word, Excel and PowerPoint, and Internet fluency 

 Proven track record in the development and implementation of Human Resource Programs 

 Training and facilitation skills 

 Ability to work independently and self- initiator 

KNOWLEDGE OF: 

 FLSA, Wage and Hour laws, Wage and Salary Administration, IIPP, Human Resource policies, practices 

and procedures, COBRA, Benefits Administration. Applications and operation of HRIS software, preferably 

ADP. 

Employment Type: Full-Time 
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