
 

 

Human Resources Generalist & Safety Training Coordinator 

Job Description 

 

Department:   General Manager 

Pay Scale:   $65,000 to 80,000 

Exempt:  Yes 

Reports to:  Human Resources Manager 

Safety-Sensitive: Yes 

 

This job description should not be interpreted as all-inclusive.  It is intended to identify the essential functions and minimum 

qualifications of this job.  The incumbent(s) may be required to perform job-related responsibilities and tasks other than those 

stated in this job description.  Nothing in this job description restricts management’s right to assign or reassign job-related 

responsibilities and tasks to this job at any time.  Certain functions are understood to be essential; these include, but are not 

limited to, attendance, getting along with others, working a full shift, and dealing with and working under stress.  Any essential 

function of this class will be evaluated as necessary should an incumbent/applicant be unable to perform the function or 

requirement due to a disability as defined by the Americans with Disabilities Act (ADA).  Reasonable accommodation for the 

specific disability will be made for the incumbent/applicant when possible. 
 

 

Job Summary: 

The Human Resources Generalist & Safety Training Coordinator is responsible for 

supporting daily HR operations while developing, implementing, and maintaining 

workplace safety and training programs. This role ensures compliance with employment 

laws and occupational safety regulations, promotes a safe and productive work 

environment, and supports employees and leadership across HR and safety initiatives.  

The position works closely with HR leadership and operations to help maintain a safe, 

compliant, and positive work environment. 

 

Key Responsibilities 

 

Human Resources (Generalist Duties) 

• Administer HR policies, procedures, and programs in compliance with federal, 

state, and local laws 



• Support recruitment efforts including job postings, screening, interviewing, and 

onboarding 

• Coordinate new hire orientation and employee training programs 

• Maintain employee records, HRIS data, and personnel files with confidentiality 

• Assist with employee relations, performance management, and disciplinary 

processes 

• Support benefits administration, leave management, and workers’ compensation 

claims 

• Assist with payroll and timekeeping as needed 

• Respond to employee inquiries regarding HR policies and procedures 

• In the absence of the HR Manager, this position will assume all duties and 
responsibilities of the HR Manager. 
 

• Perform other duties as necessary and/or required. 
 

Safety & Training Responsibilities 

• Develop, implement, and manage workplace safety programs and training 

initiatives 

• Conduct safety orientations for new hires and refresher training for existing 

employees 

• Ensure compliance with safety policies and other applicable safety regulations 

• Perform workplace safety inspections, audits, and risk assessments 

• Investigate workplace incidents and near-misses; prepare reports and corrective 

action plans 

• Maintain safety training records, certifications, and documentation 

• Coordinate safety drills, emergency preparedness, and hazard communication 

programs 

• Partner with management to promote a culture of safety and continuous 

improvement 

 

Qualifications 

Education & Experience 

• Bachelor’s degree in Human Resources, Business Administration, or a related 

field (or equivalent experience) 

• 2–5 years of experience in Human Resources, safety training, or a related role 

• Experience with OSHA regulations and workplace safety programs preferred 



 

Skills & Competencies 

• Strong knowledge of HR practices, employment laws, and safety regulations 

• Excellent communication and presentation skills  

• Strong organizational and documentation skills 

• Ability to handle confidential information with discretion 

• Proficiency with HRIS systems and Microsoft Office applications 

• Strong problem-solving and interpersonal skills 

 

Certifications (Preferred but Not Required) 

• SHRM-CP / PHR 

• OSHA 10 or OSHA 30 

 

Working Conditions 

• Office and field-based work environment 

• Occasional travel for training  

 

Physical Activities 

While performing the functions of this job, the employee is continuously required to talk or hear; frequently 

required to walk, sit, or reach with hands and arms; and occasionally required to stand, climb or balance, 

stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 50 pounds. Specific 

vision abilities required by this job include close vision, and color vision. 

 

Safety Sensitive Position: This position has been deemed a Safety Sensitive position 

and any person performing duties in this position while under the influence of 

marijuana or any other substance (legal or illegal) that could impair the employee may 

constitute a threat to health and safety. Benton Utilities maintains a zero tolerance for 

the use of any substance that may impair a Safety Sensitive individual. Consequences of 

a violation can be found in the Benton Utilities Employee Manual.  

 


