
 

 
 

Iceberg Enterprises LLC  

 

Job title: HR Generalist 

Company Information: Iceberg Enterprises is a leading manufacturer of office furniture that fosters growth and 
collaboration for a lifetime. From concept to completion, every product we create is reminiscent of the cumulative 
depth of knowledge shared at Iceberg Enterprises. Our office furniture is routinely acclaimed for modern designs, 
longevity, and multifaceted functionality. At Iceberg Enterprises, we masterfully envision, design, and manufacture 
office furniture for diverse work applications and personal spaces. From start to finish, we’re hard at work ensuring 
that we deliver high-quality, durable office furniture. We rigorously test our office furniture to ensure that it will last 
now and for years to come. We confidently back all of our products with a best in class 15-year manufacturer’s limited 
warranty. 

Work Location: Sturgis Michigan – Main Plant 

Department #/Department Description: 851- General Manufacturing 

Supervises others:  Insert “X” on in appropriate box 
 

X Yes   No 
Reports to: Human Resources Manger. 
Insert “X” on applicable status 

X Full Time  Part Time 
 

 Hourly X Salary X Exempt   Non-Exempt 
Essential Duties and Responsibilities:  
 

The human resource generalist is responsible for performing HR-related duties on a professional level and works 
closely with senior HR management in supporting designated geographic regions. This position carries out 
responsibilities in the following functional areas: benefits administration, employee relations, training, performance 
management, onboarding, policy implementation, recruitment/employment, affirmative action and employment law 
compliance. 

Essential Functions 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

1. Administers various human resource plans and procedures for all organization personnel; assists in the 
development and implementation of personnel policies and procedures; prepares and maintains the 
employee handbook and the policies and procedures manual. 

2. Participates in developing department goals, objectives and systems. 
3. Performs benefits administration, including claims resolution, change reporting, approving invoices for 

payment and communicating benefits information to employees. 
4. Develops and maintains affirmative action program; files EEO-1 report annually; and maintains other records, 

reports and logs to conform to EEO regulations. 
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5. Conducts recruitment effort for all exempt and nonexempt personnel, students and temporary employees; 
conducts new-employee orientations; monitors career-pathing program; and writes and places 
advertisements. 

6. Handles employee relations counseling, outplacement counseling and exit interviewing. 
7. Participates in administrative staff meetings and attends other meetings and seminars. 
8. Maintains company organization charts and the employee directory. 
9. Assists in evaluation of reports, decisions and results of department in relation to established goals. 

Recommends new approaches, policies and procedures to continually improve efficiency of the department 
and services performed. 

10. Maintains human resource information system records and compiles reports from the database. 
11. Maintains compliance with federal, state and local employment and benefits laws and regulations. 
12. Benefits administration and enrollment process 

Competencies 

1. Communication. 
2. Consultation.   
3. Ethical Practice. 
4. Global & Cultural Awareness. 
5. HR Expertise. 
6. Relationship Management. 

Supervisory Responsibility 

This position has no direct supervisory responsibilities, but does serve as a coach and mentor for other positions in 
the department. 

Travel 

Little to no travel is expected for this position. 

 
Education and/or Work Experience Requirements:  
 
A bachelor's degree and three to five years of  HR experience, or a master's degree in HR management and two years 
of experience in the HR field, or seven years of experience in the HR field, or any similar combination of education and 
experience. 
  
Must be able to work effectively in a fast paced environment.  Must have excellent time management skills.  Strong 
organizational skills and analytical reasoning ability is highly valued. 
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Physical Requirements/ Expected hours:  
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. 

Specific vision abilities required by this job include close vision and ability to adjust focus. This would require the 
ability to lift files, open filing cabinets and bend or stand on a stool as necessary. 

• Required to sit or stand for long periods of time.  
• Ability to safely and successfully perform the essential job functions consistent with the ADA, FMLA and other 

federal, state and local standards, including meeting qualitative and/or quantitative productivity standards.  
• Ability to maintain regular, punctual attendance consistent with the ADA, FMLA and other federal, state and 

local standards 
Must be able to talk, listen and speak clearly 

Position Type/Expected Hours of Work 

This is a full-time position. Days and hours of work are Monday through Friday, 7:00 a.m. to 4:00 p.m. Occasional 
evening and weekend work may be required as job duties demand. 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or 
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change 
at any time with or without notice.  

 
 
 
JOB DESCRIPTION ACKNOWLEDGEMENT:  
I have received a copy of my job description and state that I have read and fully understand the requirements.  
I understand that this description is intended to be a general statement concerning this position and is not to be 
considered a detailed assignment. It may be modified by my employer as need arises at any time. Additionally, I 
understand that this job description will be a basis for evaluating my performance.  
 
 
I understand that failure to meet the job requirements could result in termination of my employment.  
 
 
 
 
 
 
 
_____________________________________________________________________________________  
Employee Print Name                               Employee Sign Name                                                      Date 


