
Ambulance Service of Manchester, LLC 
Manchester, Connecticut 

 

 

Dedicated to providing consistent, timely, and clinically excellent service to our patients, 
clients, and communities. 

The Ambulance Service of Manchester, LLC (the “Company”) does not discriminate in 
employment on the basis of race, color, ancestry, national origin, religion, sex, gender (including 
gender identity and expression), pregnancy (including breastfeeding and related medical 
conditions), political affiliation, sexual orientation, marital status, disability, genetic information, 
age, parental status, military service, or other non-merit factor.  The Company is an equal 
opportunity employer. 
 

Job Title: HR Generalist 
 

Dept: Administration - Management 

FLSA Status: Exempt 
 

Reports to: President & CEO 
 
 

Date Created: August 15, 2019 
 

 

Position Summary / General Function: 
The Human Resources Generalist is responsible for the day to day operation of the HR team 
including the administration of HR policies, procedures, and programs.  This position 
supports all HR function areas including on-boarding, benefits, payroll, legal compliance, and 
employee relations.  The HR Generalist ensures accuracy and integrity of data. 

Duties & Responsibilities: 

 Provides day-to-day employee relations support to managers and employees to encourage 
and maintain positive employee/employer relationships. Counsels employees on personnel 
matters and ensures consistent application of established policies and procedures. 

 Administers new employee on-boarding and orientation sessions.  

 Responsible for full cycle payroll processing for workforce  

 Conduct background checks on job applicants. 

 Conduct exit interviews and ensure that necessary employment termination paperwork is 
completed. 

 Directs employee communications efforts related to all personnel matters, develops and 
maintains employee manuals and communications materials, revises and updates to ensure 
compliance with statutory requirements. 

 Serves as a primary liaison for Workers’ Compensation and disability insurance claims.  
Works with the appropriate parties, ensures absences are recorded and continued follow up 
is completed.  Acts as a liaison between the supervisor, employee and insurance carrier 
when appropriate.  

 Responsible for employee benefits administration including retirement, health and wellness, 
disability programs. Acts as primary liaison with employee benefit vendors, brokers and 
consultants.  

 Maintains employee files and personnel records, processes change of status forms, and 
compiles personnel statistics. 

 Responsible for investigating and assisting management in resolving employee complaints/ 
issues. Assists in determining levels of discipline with the possibility of consulting with labor 
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attorney. 

 Serve as primary contact for HR questions and inquires. 
 

Qualifications: 

 Bachelor’s Degree required  

 Knowledge of Federal, State, Labor and Employment laws, Workers compensation, FMLA, 
ADA and OSHA laws.  

 Proficient in MS Office (Word, Excel, PowerPoint)  

 Proactive, problem-solving approach to identifying, addressing, and resolving issues that 
may arise.   

 Strong communication (verbal and written), problem-solving, decision-making, 
interpersonal, conflict resolution, analytical and time management skills.  
  
 

 
This job description is intended to describe the major elements and requirements of the position and 
in no way states or implies that these are the only responsibilities and duties required of individuals 
assigned to this job.  Employees may be required to perform other job related duties as requested by 
their supervisor. 

 


