
  

SAINT JOHN’S COMMUNITIES 
JOB DESCRIPTION 

 
 

JOB TITLE: Human Resource Specialist     Universal Precautions 
REPORTS TO: Chief People Officer 
STANDARD PRECAUTIONS - Category III 
FLSA CATEGORY: Non-Exempt-Hourly 
JOB CODE: 52-3.1 
 
 
JOB OBJECTIVE:  
Supports the Chief People Officer and the human resources team with various tasks. Maintains records 
according to all State/Federal regulations/codes and Saint John's policies, procedures, and practices.  Works 
together with all members of the community to uphold and further the mission, vision, principles and values of 
the Saint John's Community. 
 
 
KNOWLEDGE, SKILLS, ABILITIES, QUALIFICATIONS: 
 

1. Must have a high school diploma or GED with some training in clerical/office procedures.  
2. Must have over 2-year previous work experience in an office, medical setting or Human Resources. 
3. Bachelor’s Degree in Business/Human Resources preferred. 
4. Must have demonstrated dependability/confidentiality, careful attention to detail, and knowledge of  

filing procedures. 
5. Must be able to read, write, speak and understand English and write legibly and accurately. 
6. Must demonstrate dependability and excellent communication and problem-solving skills, be honest, 

exhibit a warm, cheerful, caring manner and be regularly at work, on time, as scheduled. 
7. Must have the ability to adapt to changing organizational needs, work flexible hours.   
8. Must be professional in actions, neat attire appropriate to the position, excellent customer service skills, 

and desire to work with and serve older adults. 
9. Must demonstrate the ability to comprehend and follow established procedures, be able to multi- task, be 

able to work independently and perform various duties without close supervision. 
10. Must have working knowledge of Microsoft Office, Outlook and PowerPoint. 
11. Other duties as assigned. 

 
 

 
ESSENTIONAL FUNCTIONS, DUTIES and ACCOUNTABILITIES: 
 

1. Serves as the primary back-up for the Payroll/Benefit Administrator. 
2. Establishes and maintains employee Personnel files per guidelines – new hire through termination; assists 

to secure any missing documents.   
3. Establishes and maintains employee medical files per guidelines – new hire through termination; follows up 

to secure any missing documents. 
4. Maintains employee I-9 information in the active file and checks for compliance. 
5. Files FMLA, Worker’s Comp., other employee health related information, and unemployment forms as 

requested.  
6. Responsible for data entry in the HRIS system. 
7. Assist with general filing as requested by the Human Resources Team.  
8. Assures that all resident/client rights are always maintained.  Reports any violations or suspected 

deviations according to Saint John's policy. 
9. Maintains confidentiality of all department and organizational information. 
10. Assists the Sr. Human Resources Generalist with initial screening of applicants. 
11. Coordinates bi-annual service awards 



  
 

12. Ensures that the birthday/anniversary lists, and cards are disseminated monthly 
13. Serves as the Wellness Ambassador for the organization. 
14. Works on various projects (i.e., Open enrollment) 
15. Assists with benefit administration and ACA compliance. 
16. Works tactfully and cooperatively with residents, clients, families, visitors, and staff throughout the 

organization. 
17. Assigns lockers to new hires and maintains locker room coordination upon employee’s termination. 
18. Updates staff directory within the spreadsheet and Touchtown.  
19. Creates Touchtown account for applicable staff.  

  
 
Personal/Professional Integrity and Responsibility 
 

1. Employees act with honesty and openness in all their dealings as representatives of the organization and 
are expected to support a working environment that values respect, fairness, inclusiveness, and integrity.  
Our employees promote responsibility in the workplace by recognizing and respecting boundaries of 
people with whom we work and serve.  
 

2. Employees support practices and principles of the person-first philosophy that gives residents the 
power of choice.  Employees are considered part of the community and are expected to perform duties 
within the principles and practices that guide care and services through knowing and honoring the 
person before the task.  i.e. Fostering relationships between residents, family and staff; Each person is 
to be known as an individual who can and does make a difference; We nurture the spirit as well as the 
mind and body; We promote growth and development for all; and, We create an environment that 
meets the physical, social, emotional, intellectual, spiritual and occupational needs of individuals and 
the community. 

 
WORK SETTING/ENVIRONMENT:  
Work is performed indoors in well-lighted and clean office with some exposure to dust. Heat, air conditioning and 
humidity are controlled by the building's central system with a temperature variance of not more than 7 degrees 
on either side of the norm of 72 degrees.  
 
EQUIPMENT USED:  
Computer terminals, printers, copy machine, telephones, 5-foot-high filing cabinets, FAX and other office 
equipment and supplies. 
 
PHYSICAL/SENSORY/COGNITIVE REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS: 
 
Physical Strength:  Must be able to occasionally lift/push/pull objects weighing over 10 pounds and frequently to 
lift/move files weighing over 5 pounds. 
Manual Dexterity:  Must be able to continuously use hands, arms for moderately manipulations such as filing, 
collating, etc. 
Coordination:  Must be able to continuously perform tasks which require action of muscles and groups of 
muscles, hand-eye coordination and steadiness of motion. 
Mobility:  Must be able to continuously sit for prolonged periods (occasionally in uncomfortable positions when 
filing.) Must be able to frequently stand and occasionally walk, bend, twist, squat and reach over shoulders. 
Speech:  Must be able to continuously speak clearly and make self understood in person and on the phone. 
Emotional Stability:  Must be able to frequently deal with stress created by multiple tasks, deadlines and 
interruptions. 
Vision:  Must be able to continuously see objects and distinguish colors for reading computer monitor. 
Hearing:  Must be able to continuously hear normal sounds and voices with some background noise. 
Touch:  Must be able to distinguish coins by touch when making change. 
Concentration:  Must be able to continuously concentrate on fine detail with frequent interruptions. 
Attention Span:  Must be able to continuously attend to tasks for more than an hour at a time. 



  
Conceptualization:  Must be able to continuously understand and relate to theories behind several related 
concepts. 
Memory:  Must be able to continuously remember verbal and written assignments given at beginning of a period 
extending over long periods of time. 
 
 
 
EMPLOYEE RESPONSIBILITY IN AN EMERGENCY: Must know, understand and comply with all emergency 
procedures and be able to assist with resident evacuation if necessary, and all safety, security, infection control 
and hazardous materials policies and procedures. 
 

1. This job description is not intended to be all-inclusive. The employee will also perform other reasonably 
related business duties as assigned by the supervisor or other management.   

2. Management reserves the right to change job responsibilities, duties and hours as needs prevail. This 
document is for management communication only and not intended to imply a written or implied contract of 
employment. 

3. I have read and understand this job description. I agree to accept the responsibilities and duties as outlined 
with or without reasonable accommodation. 
 
 

Employee Signature:                                                                                                             Date: 
 
Supervisor Signature:                                                                                                            Date: 
Revised 6/2022 


