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DAKOTA STATE





Dakota State University is seeking applications for a full-time HR Generalist II in the Human Resources Office. The candidate for this position will assist with recruitment, write and edit position descriptions, create the HR monthly newsletter, create manuals and guides, update various websites, assist with preparing reports for various stakeholders, assist with employee evaluations, maintain FMLA files, assist with lining up development/training sessions for DSU employees. This position will assist new and current employees with questions and enrollment regarding benefits, health insurance, flexible benefits, retirement, and payroll questions. 





The successful candidate will have the opportunity to communicate with current and prospective students and employees on a daily basis requiring excellent interpersonal skills and displaying an excellent customer service attitude. Other requirements include:


 *Knowledge of multiple computer applications including various payroll systems, MS Word, MS Excel, and Outlook is required


*Ability to work quickly and accurately with many interruptions


*Ability to solve complex problems


*Ability to establish and maintain effective working relationships


*Ability to interpret, explain and apply rules and procedures


*Experience with employee orientation, development, and training


*Experience with employee relations, coaching and conflict resolution


*Experience with the creation of effective manuals and user guides





To be successful, one must have the ability to work independently and as part of a team, have excellent organizational skills and be able to manage a high level of details.  You must have the ability to communicate with a diverse group of constituents on a professional level and have demonstrated work history dealing with confidential information due to the nature of business conducted in the Human Resources Office. Candidate must also have ability to type accurately, gather, compare, and summarize data from a variety of sources, proof or edit department material and prioritize work efforts. 





Dakota State employees receive a comprehensive and flexible benefits package including paid time off, health and retirement benefits, and life and disability insurance options. Other benefits include reduced tuition, paid professional liability insurance, longevity pay and training opportunities.





DSU accepts applications through an on-line employment site. To apply, visit � HYPERLINK "https://yourfuture.sdbor.edu" ��https://yourfuture.sdbor.edu�. The employment site will allow the attachment of a cover letter, resume and supporting references, including email addresses and telephone numbers of at least three references. For questions concerning the position, send emails to � HYPERLINK "Angi.Kappenman@dsu.edu" ��Angi.Kappenman@dsu.edu�. Review of applications will begin September 20th and will continue until the position is filled. ��Dakota State University is committed to recruitment, hiring and retention of minorities. We urge individuals from underrepresented groups to apply. Applicants with disabilities are invited to identify any necessary accommodations required in the application process. E-Verify, EOE.  
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