
 

 

 

 

 

 

 

Human Resources Generalist – Employee Relations and Recruiting 
 

Position Description 
Seeking experienced full time HR Generalist with strong skills in both recruiting and employee relations.  
This position is responsible for delivering end –to-end recruiting support for external and internal 
selection and resolution of general Associate relations issues including investigations and fact finding, 
administering the corrective action process and provide guidance on corporate policy.   
 

Major responsibilities: 
 

 Understand business and hiring manager needs; assess candidate qualifications,  select 

minimally qualified candidates for pre-screening interviews, conduct telephone screens, 

measure candidates against a specific job description, and recommend  candidates to hiring 

managers for in-person interviews 

 Advise management on candidate sourcing; develop and implement recruitment strategies 

 Drive offer process, including reference checks, provide salary recommendation guidance based 

on marketplace trends, candidate qualifications, and company guidelines and close candidate 

 Performs analysis to proactively improve recruitment process (metric driven including time to 

fill, cost per hire, productivity and quality of  recommended candidates) 

 Evaluate budget requirements and make cost effective recommendations regarding equipment, 

professional contracts, and advertising; manage temporary agency contracts  

 Ensures consistency and compliance with federal, state and local employment laws; drafts and 

revises policies as needed; maintain appropriate recordkeeping 

 Initiates and maintains contact with representatives of educational institutions, professional or 

trade associations, employment services and other organizations to develop recruitment 

sources and attract potential candidates 

 Serve as subject matter expert  to associates and management on policy interpretation and 

administration 

 Identify and investigate issues; collect data and draw appropriate conclusions; identify 

appropriate course of action and develop appropriate solutions 

 Escalate concerns and investigative findings promptly; monitor that action steps are 

implemented as agreed 

 Coach managers to improve communication and address performance issues; provide guidance 

and consultation that enables the associate or manager to gain skill or knowledge in resolving 

their concern 

 Guide managers in weighing the risk of corrective actions and terminations so they can make 

legitimate business decisions 

 Conduct presentations and workshops to educate new managers on company procedures 

 



 

 

 

 

 

 

 

Nature and Scope: 
 

 Reports to the VP of Human Resources 

 No direct responsibility for supervising others 

 Less than 10% overnight travel;  local travel to DC, Columbia and Baltimore, MD less than 20%  

 Position is based in Easton, MD; this is NOT a work from home or telecommute role 

 

Education Required: 
 

 BA/BS or in lieu of 8 years of relevant work experience 

 

Qualifications: 
 

 This is not an entry level position; at least 4 years of combined experience in recruitment and 

employee relations; must be experienced in behavioral interviewing techniques and conflict 

resolution strategies 

 Proven ability to interact, collaborate and deliver results through influence management 

 Preference given to AIRS certification and/or Mediation certification 

 Demonstrated, hands-on knowledge of job fairs, networking, direct sourcing, internet boards 

and search tools, social and broadcast media, newspaper advertising and websites 

 Working knowledge of the laws and regulations pertaining to recruiting and employment 

 Working knowledge of Applicant Tracking Systems, Microsoft Office Programs, and database 

software 

 Working knowledge in administering a company’s corrective action process and responding to 

third party litigation 

 

Knowledge, Skills, Abilities and Competencies: 
 

 Demonstrated effective interpersonal, verbal and written communication skills; strong customer 

service orientation; Negotiation and influence skills   

 Creative and innovative in recruitment activities  

 Demonstrated assessment skills to determine traits and competencies 

 Demonstrated organizational, analytical , conflict resolution and problem solving skills 

 Ability to exercise initiative, good judgment, resourcefulness, and handle multiple tasks 

simultaneously 

 Ability to work independently as well as part of a team; able to effectively collaborate; history of 

establishing strong, positive working relationships 

 Experience delivering formal class room training 

 High level of drive, energy, optimistic  



 

 

 

 

 

 

 

 

We Offer: 
 

 Excellent company paid benefits, including parking;  

 Flexible weekday hours with holidays off;  

 Interesting and challenging work;  

 A stimulating work environment; and  

 The chance to join a team in making a positive difference.  

Affirming equal opportunity in principle and practice, Quality Health Strategies is an equal 
opportunity employer, committed to developing a diverse workforce. 

 
 
 
To Apply 
 

 

 Online Application:   
 
 https://delmarva.ats.hrsmartpe.com/cgi-bin/a/highlightjob.cgi?jobid=862 
 
 
 Company Information:  www.qualityhealthstrategies.org 
 
 
 Contact:   George Moye, SPHR 

   Human Resources Generalist 

   Quality Health Strategies 

   9240 Centreville Road 

   Easton, MD 21601 

   (410) 820-6237 

   (410) 763-6250 fax 

   moyeg@qhs-inc.org 

   www.qualityhealthstrategies.org 
 

 

https://delmarva.ats.hrsmartpe.com/cgi-bin/a/highlightjob.cgi?jobid=862
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