HMS

HIDALGO MEDICAL SERVICES

Position: Human Resources Generalist

POSITION SUMMARY

Human Resources Generalist performs basic clerical functions related to the human resources
department.

The delivery of quality service and positive interactions with all customers and co-workers is
critical to the completion of all the tasks within this job description, thus the employee is
responsible for establishing and maintaining interpersonal relationships with patients, visitors, and
HMS employees in a courteous, respectful, and professional manner. Guidelines include all HMS
policies and procedures.

POSITION ACCOUNTABILITIES

Daily filing and scanning of employee documents and related materials

Create new employee personnel files

Maintain and update employee personnel file

Close and file terminated employee files

Maintain employment applications

Log applications in accordance with Federal and State guidelines

Maintain training logs for all HMS employees

Prepare and post-employment opportunities for publication

Message taking, photo copying, faxing, and prepare correspondence and other HR materials

as directed.

10. Prepare, distribute, and collect benefit enrollment forms including medical, dental, life, short
term disability, and long-term disability as appropriate

11. Prepare, distribute, and collect 401(k) forms as appropriate.

12. Prepare, distribute, collect appropriate signatures, maintain, and audit for accuracy pay roll
change notices

13. Monitor leave for FMLA, workers compensation, short term disability, long term disability of
other leave as required.

14. Prepare and distribute COBRA notices compliant with State and Federal requirements

15. Maintain spread sheets, logs, and data bases as assigned

16. Create and prepare forms as requested

17. Perform all other related duties as assigned.

18. Assist Personnel Manager and HR Director with all aspects related to department functions.

19. The position of HR Generalist requires compliance with Hidalgo Medical Services written

standards, including its Compliance Program and Standards of Conduct and policies and

procedures. (Written Standards) Such compliance will be an element considered as part of the

HR Generalist’s regular performance evaluation.
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20. Failure to comply with Hidalgo Medical Services Written Standards, which may include the
failure to report any conduct or event that potentially violates legal or compliance requirements
or Hidalgo Medical Services Written Standards, will be met by the enforcement of disciplinary
action, up to and including possible termination of employment, in accordance with Hidalgo
Medical Services Compliance Program Policy and Procedure.

MINIMUM QUALIFICATIONS

High School diploma or GED equivalent
Demonstrated proficiency in Microsoft Office applications
One or more years of experience in Human Resources preferred.

REQUIRED SKILLS

Dedication to strict confidentiality
Strong Organizational Skills

TO APPLY

Completed HMS Employment Application may be emailed to jobs@hmsnm.org or dropped off
or mailed to:

1105 N. Pope Street, Suite C, Silver City, NM 88061

Or

530 DeMoss Street, Lordsburg, NM 88045

For more information call 575-247-6036



