
Human Resources Generalist 

 
 

OPEN POSITION POSTING 

 

Opening Date:  12/10/2015    Closing Date:  Until Filled  

 

Position Title:  HR Generalist     

 

Department/Division:  Human Resources/Finance and Ministries Team  

 

Job Type:  Regular Full-Time, Non-Exempt  

 

Location:  7557 Rambler Road, Suite 1200, Dallas, TX 75231 

BASIC FUNCTION:   Provide administrative and project support to the Director of HR and HR 

Consultants at the Baptist General Convention of Texas (BGCT) Human Resources and Benefits office. 

Serve as initial contact and point of service for BGCT employees in the HR office. Manage retiree and 

former employee benefit plans for the BGCT. 

 

Position description/objective: NOTE: Some descriptions may have more specific duties and/or goals 

and objectives attached to this form. Such attachments normally reflect unique aspects of specific 

locations, shifts, departments, etc.  

*1. Serve as a human resources and benefits contact for the BGCT Human Resources office. 

Respond to basic human resources and benefits inquiries and provide information as requested.  

*2. Assist HR Consultant with the Family Medical Leave of Absence program for the BGCT to 

include but not limited to working directly with employees, determining eligibility, sending 

notifications, serving as liaison with providers, preparing legally required logs/forms/documents, 

and reporting time away to payroll accurately and timely.  

*3. Assist in maintain BGCT employment records to include employment files, termination files, 

and benefit files according to Department of Labor requirements. File documents regularly.  

*4. Perform audits of the BGCT employee record retention systems as required; prepare written 

reports for Director of HR based on findings.  

*5. Manage the BGCT Retiree Benefit Plan and Continuation of Coverage plans to include, but not 

limited to, processing premium payments received for the BGCT retiree benefit plan and the 

BGCT medical continuation and continuation of insurance eligibility plan to include logging 

payments in spreadsheet regularly and processing checks for deposit. Audit retiree, medical 

continuation, and continuation of insurance eligibility payment spreadsheet monthly and send 

correspondence for past due accounts.  

*6. Manage the BGCT recruiting process; post open positions, submit advertisements as directed, 

and maintain the open position folders; assist managers with recruitment efforts.  
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*7. Manage the BGCT employee service award and retiree recognition programs to include 

preparing TR’s and cards for service awards, handling and disbursing of gift cards as required.  

*8. Assist Director of HR and HR Consultant with the new hire orientation process and collection of 

new hire documentation from new employees as required. Prepare new hire orientation packets 

for Director of HR as required. 

*9. Assist with employee training programs and distribution of materials to appropriate staff for the 

BGCT as requested.  

*10. Assist in sourcing and placement of temporary employees as requested by the BGCT managers 

to include but not limited to contacting temporary agencies, providing job descriptions, receiving 

temporary candidates’ information, forwarding information to the BGCT managers, and 

coordinating documentation with the agency.  

*11. Analyze office needs for supplies and equipment; order supplies. Order medications and supplies 

for the BGCT medicine supply cabinet as needed.  

*12. Coordinate dates for meetings as assigned, set agendas based on past meetings, secure location, 

order meals, make travel arrangements, coordinate meeting materials and equipment needs, and 

take meeting notes as required.  

*13. Manage communication in the Human Resources area at the BGCT effectively to include but not 

limited to processing mail for the BGCT HR office, following up on communication as 

appropriate, and coordinating communication with internal and external entities by fax, 

telephone, and written correspondence.  

*14. Process mail to include sorting all incoming mail, preparing outgoing mail; purchasing stamps 

and other mail supplies as needed; going to the post office; and coordinating shipping and 

courier service.  

*15. Provide effective telecommunications support to include but not limited to answering phones, 

taking messages, and routing messages and requests timely and accurately. Accurately identify 

high priority callers and take immediate action to inform appropriate individual then properly 

manage routing of caller and/or messages to the appropriate individual.  

*16. Maintain accurate financial records according to procedures established guidelines set forth by 

financial services to include but not limited to retention of receipts and expenditures related to 

budget.  

*17. Maintain accurate Human Resources calendar; make travel arrangements as requested. 

*18. Act as liaison between vendors, contractors, providers, and BGCT personnel. 

*19. Process check requisitions, invoices, and travel expenses as required for the BGCT HR office 

accurately and timely; maintain record retention system for these documents. Process expense 

forms and mail reimbursement checks accurately and timely as required and according to BGCT 

established procedures.  

*20. Maintain all employee training tools; coordinate printing, ordering, and delivery.  
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*21. Assist Director of HR and HR Consultants in budget preparation, development, and 

management; prepare reports for forecasting, reconciling, and monitoring budget expenditures as 

required.  

*22. Enter data accurately into computer system; prepare accurate correspondence and documents as 

required. 

*23. Work with co-workers effectively to meet timely objectives established for the successful 

completion of projects. 

*24. Attend all meetings and participate in all training programs as required.  

*25. Prepare and proofread letters, memos, spreadsheets and other correspondence accurately and 

timely. 

30. Maintain compliance with all procedures and requirements. Maintain compliance with all federal 

and state laws.  

31. Perform other duties as required. 

 

*Task which is considered to be an essential and primary function of the job 

 

Required skills and experience:  NOTE:  These requirements represent minimum levels in order to 

perform the job on a satisfactory basis.  Candidates must have the ability to satisfactorily perform the 

essential functions of the job. 

  1. In-depth understanding of a comprehensive field of knowledge generally acquired through an 

earned Associate’s degree in related field or equivalent minimum of 2 years administrative 

experience. Prior experience working in human resources or benefits field is preferred.  

  2. Active membership in a church supportive of the BGCT during employment. 

  3. Commitment to the highest ethical principles and teachings both professionally and personally. 

  4. Proficient ability to appropriately manage confidential information and data. Requires ability to 

use discretion, judgment, tact, and diplomacy when dealing with confidential matters and 

information.  

  5. Ability to provide administrative support to more than one manager effectively.  

  6. Self-motivation, ability to use own initiative, and ability to perform assigned responsibilities 

accurately and timely with minimal supervision. 

  7. Specific attention to detail; must possess efficient organizational, time management, and follow up 

skills. 

  8. Excellent interpersonal and written/verbal communication skills.  

  9. Ability to work in a fast paced environment where changing priorities is the norm. 

  10. Ability to balance support of the HR team with the job role’s independent tasks and 

responsibilities, and perform all work with a high degree of quality and accuracy. 

  11. Excellent customer service skills. 

  12. Ability to speak, read, and write English. Bilingual in Spanish preferred.  

  13. General accounting skills to process invoices, vouchers, and checks, as well as manage a budget.  

  14. Basic financial and mathematical skills to perform basic addition, subtraction, multiplication, and 

division.  

  15. Ability to work under pressure and meet deadlines effectively.  

  16. Ability to relate to a diverse workforce and constituency in a professional and helpful manner. 
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  17. Ability to speak clearly and make self understood in face to face interactions; requires the ability 

to articulate with accuracy on the telephone. 

  18. Ability to hear and receive verbal instructions, answer phones, and proficiently and professionally 

communicate in situations with some background noise. 

  19. Ability to concentrate on fine detail with some interruption; ability to focus attention on tasks for 

45-60 minutes at a time on a continuous basis. 

  20. Ability to remember verbal and written tasks/assignments from a few hours to long periods of 

time. 

  21. Ability to establish and maintain effective working relationships. 

  22. Professionalism in the workplace to include professional and accurate communication with others 

and appearance. 

  23. Commitment to the highest ethical principles and teachings both professionally and personally. 

  24. Intermediate to proficient working knowledge and ability to use various office software including, 

but not limited to, Microsoft Word, Microsoft Publisher, Microsoft Excel, Microsoft Outlook 

email, Microsoft PowerPoint, and internet skills.  

  25. Beginning to intermediate level skill and ability to use Meeting Manager and Financial Edge 

software or the ability to learn the software programs.  

  26. Ability to operate standard office machinery to include but not limited to copier, fax, and 

calculator. 

  27. Ability to use up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently to 

move objects 

 

 

CONTACT:    Human Resources 

   Phone 214-828-5168 

   FAX  214-887-5455 

   E-Mail hr@texasbaptists.org 

 

 

The Baptist General Convention of Texas is an Equal Opportunity Employer. 

mailto:hr@texasbaptists.org

