
 

 
 

Job Title: HUMAN RESOURCES GENERALIST 

Department: EXECUTIVE DEPARTMENT 

Reports To: SENIOR MANAGER HUMAN RESOURCES 

FLSA Status: EXEMPT 

Prepared Date: FEBRUARY 2020 

NAICS W/C: CLERICAL – NOT INSURED FOR RAMP 

EEOC: PROFESSIONALS 

 

About Us 

At Naples Airport Authority we want to build a team that understands that by working 
together, under these principles, we will all help ensure a safe and productive airport 
environment and make for an enjoyable experience for our customers, the public and our 
employees. 

Vision Statement 

Connecting people to the Paradise Coast through an exceptional airport experience. 

Mission Statement 

The City of Naples Airport Authority strives to operate, develop and maintain the Naples 
Airport with a commitment to enhancing the quality of life throughout the community. 

Values 

 
AGILE organization 
PASSIONATE in service to our community 
FOCUSED on excellence 
 
COLLABORATIVE decision making 
ACCOUNTABLE for our actions 
RESPECTFUL of one another, customers and citizens 
ETHICAL standard of conduct 
STEWARDSHIP of financial, social and environmental resources 
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Job Purpose 

The HR Generalist provides staff assistance in the administration of a comprehensive human 
resources management program. The HR Generalist performs professional, administrative and 
analytical work in a variety of human resources program areas including recruitment, benefits 
administration, and leave administration and employee relations. 

Supervision Received & Exercised 

Receives direction from Senior Manager of Human Resources, Deputy Executive Director or 
other higher level supervisory or management personnel.  

Essential Duties & Responsibilities 

 Maintains compliance with federal, state, and local employment laws and regulations, and 
recommended best practices; reviews policies and practices to maintain compliance. 

 Reconcile/validate data entry to ensure data integrity, and support routine reporting requests. 

 Keep employee records up-to-date by processing employee status changes in the HRMS 
system and forwarding information to payroll in a timely fashion. 

 Maintain all digital and paper personnel records in compliance with state and federal 
retention schedules and compliance laws. Maintain HR department administrative files in an 
organized and efficient manner.  

 Coordinate enrollment and assist in education of benefit and insurance (health, life and 
disability, etc.) plans and communicate with service providers concerning routine 
administration. 

 Conducts the recruitment process by collaborating with departmental leaders to understand 
skills and competencies required for openings, updating job descriptions, coordinating job 
postings, reviewing applications/resumes, attending interviews, and facilitates the hiring of 
qualified job applicants for open positions. 

 Conduct onboarding of newly hired employees and enter new hire paperwork in HRMS. 

 Coordinates initiatives and activities sponsored by the HR department such as the employee 
performance and development programs, wellness program, recognition programs, etc. 

 Plan and execute company-sponsored employee events as directed. 

 Maintains knowledge of trends, best practices, regulatory changes, and new technologies in 
human resources, talent management, and employment law. 

 Provides service to those contacted in the course of duty in an effective, efficient and 
professional manner. 

 Must be physically present to work as member of the team to serve customers, visitors and 
staff who may need unscheduled assistance. 
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Other Duties 
 

 Assist other departments as needed. 
 Performs other duties or special projects as assigned.  

Competencies 

 Critical Judgement – Identifies and handles ambiguity. Identifies the problem based on a 
broad range of factors, many of which are ambiguous or difficult to define. Considers 
emerging opportunities and risks when articulating astute and defensible options and 
recommendations. 

 Communication – Communicates well both verbally and in writing, delivers presentations, 
has good listening skills. Listening and communicating openly, honestly, and respectfully 
with different audiences, promoting dialogue and building consensus. Communicates 
complex issues with widely varied audiences, in a clear and credible manner. Handles 
difficult on-the-spot questions  

 Creativity and Innovation - Generating viable, new approaches and solutions. Creates new 
ideas, solutions or approaches to ongoing challenges. Uses unconventional areas as sources of 
inspiration and insight into new options and solutions. Solves complex problems through 
developing new explanations or applications. 

 Learning and Development - Creating a supportive learning environment aligned with the 
organization’s goals and strategies by providing employees with tools and activities to 
promote their professional development. 

 Organizational Savvy - Understanding the workings, structure, culture, as well as the 
distribution of power within and beyond the organization; utilizing this understanding to 
solve problems and achieve desired outcomes. 

 Planning and Organizing - Produces realistic and achievable work plans. Develops 
contingency plans to handle potential obstacles. Breaks activities into smaller components to 
facilitate completion. 

 Quality Focus - Follows up on procedures, ensures high quality output, and takes action to 
solve quality problems or notify others of quality issues. 

 Resilience - Staying energized, productive and focused in the face of challenges, ambiguity, 
change or strenuous demands, creating a supportive environment that helps others become 
more resilient and productive. 

Minimum & Preferred Qualifications 
 
Must have advanced knowledge of computers and office software.  Experience with various 
project management and change management methodologies and the ability to be flexible and 
adapt to new methodologies. Knowledge of process efficiency strongly desired. Must have 
excellent verbal communication and customer service skills. 
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Must have ability to read and interpret general business periodicals, professional journals, 
technical procedures, or governmental regulations. Ability to write reports, business 
correspondence, and procedure manuals. Ability to effectively present information and respond to 
questions from executive leadership, groups of managers and employees. 
 
Must have ability to calculate figures and amounts such as benefit premiums, discounts and 
simple payroll calculations. 
 
Must have ability to solve practical problems and deal with a variety of concrete variables in 
situations where only limited standardization exists. Ability to interpret a variety of instructions 
furnished in written, oral, diagram, or schedule form. Knowledge of ADP Workforce Now 
required. 

Education/Professional Certifications 

 Bachelor’s degree required, preferably in Human Resource Management, 
Communications, Psychology or related field. 

 At least four years of experience in human resources or the equivalent combination of 
education and experience that provides the required knowledge, skills and abilities.   

 Experience in both the public and private sectors preferred.  

 SHRM-CP and/or PHR Certifications strongly preferred. 
 

Machines Tools & Equipment 
 

Must be able to operate and telephones, personal computer, copy machine, printer and other 
standard office equipment.  
 

Driver’s License Requirements 
 

 Must maintain a valid State of Florida driver’s license or possess a valid out-of-state 
driver’s license and obtain the State of Florida driver’s license within 30 days of 
employment. 
 

 A driving record that meets the Authority’s driving standards. 
 

Language Skills 
 

Ability to communicate verbally and in writing with internal and external customers. 
 
 
 

Working Conditions 
 
While performing the duties of this job the employee is occasionally exposed to fumes or 
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airborne particles.  The noise level in the work environment is usually moderate.   
 
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. 
 

Physical Requirements 

While performing the duties of this job, the employee is required stay in stationary position 80-
90% of the time. The employee is frequently required to communicate with vendors and internal 
and external customers, and must be able to exchange accurate information in these situations.  
The employee is occasionally required to move about inside the office to access file cabinets, 
office machinery, etc. Constantly operates a computer and other office productivity machinery, 
such as a calculator, copy machine, and computer printer. The employee must occasionally lift 
and/or move up to 10 pounds. Specific vision abilities required by this job include close vision to 
be able to read invoices, statements, spreadsheets, etc. 
 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
 
 
 
Supervisor 
Signature & Date: 

 

 
Employee 
Signature & Date: 

 
 

 
 


