
 
 

POSITION DESCRIPTION 
 

 
 

QUALIFICATIONS  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  
The requirements listed below are representative of the knowledge, skill, and/or ability required. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
   
Education:    Bachelor’s degree in Human Resources Administration, Business Administration, or 

equivalent experience required.   
PHR/SPHR or SHRM-CP/SCP Certification preferred. 
 

Experience:     3-5 years of Human Resources experience 

 Demonstrated knowledge of Federal, State and local laws and regulations related to 

human resource functions and coordination of benefits 

 Experience and exposure to a variety of HR facets including Benefits, Payroll and 

Leaves Administration 

 HRIS experience preferred  

Other: 
  

 

 Outstanding moral character and commitment to neutrality, confidentiality, and 
professionalism 

 Ability to build trust and relationships with broad and diverse audiences  

 Exceptional organization skills and attention to detail 

 Excellent written and verbal communication skills with emphasis on tact and 
diplomacy 

 Ability to identify and solve complex problems using good judgment and discernment  

 Ability to work independently in a fast-paced growth environment, manage multiple 
priorities and translate business strategies into actionable plans  

 Proven project management skills and track record of delivering results on time   

 Demonstrated analytical skills and the ability to interpret data, identify trends and 
recommend solutions 

 Demonstrated computer skills with proficiency in HRIS, MS Outlook, Word, Excel, 
and PowerPoint 

 Willingness to travel to all health centers in service area and work flexible hours as 
needed 

 Passion for and commitment to PPPSGV’s mission and In This Together values  

TITLE: Temp Human Resources Generalist  LOCATION:   Altadena, CA/Remote 

REPORTS TO:  Interim   VP of HR & Admin  DEPARTMENT: Administration 

FLSA: Full-time / Non-Exempt CREATED/REVISED:   3/29/21 

Classification: Temporary role from May 2021 to approximately October 2021 



 
 

CONTACT RESPONSIBILITY 
 

Internal: All staff and independent contractors regarding Human Resources program and 
matters.    
 

External: Other affiliates, vendors, candidates for employment and the general public.   
 

 
PURPOSE OF POSITION 

      
Purpose:
   

The Temporary Human Resource Generalist will be with PPPSGV for a period of 6 
months. Throughout the duration of this temporary role, they will ensure effective and 
consistent administration of Human Resources systems and programs. The role 
assesses and anticipates HR-related needs, and builds partnerships with individuals and 
across departments to deliver high-quality HR services that reflect the values and 
objectives of PPPSGV.  
 

 

 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES 
 

 HR Partnership: Build trusting partnerships across the organization by providing high-quality HR 
services.  

 On and Off Boarding: Create a warm, supportive & thorough experience for all staff that are joining or 
transitioning to and from the organization.  

 Organization Culture: Lead or participate in planning programs or activities to celebrate PPPSGV staff 

and keep them connected & engaged.   
 Benefits Administration: Lead the benefits enrollment process continued management. Key 

responsibilities will include managing enrollment changes and supporting employees in navigating their 
benefits. 

 Payroll Administration: Work with finance team to manage bi-weekly payroll preparation, ensuring that 
all information is accurate.   

 Leave Administration: Oversee the leave administration process to ensure that employees are 
supported and have the resources they need to navigate FMLA, Paid Family Leave, Disability Leave or 
other leave activities.  

 HRIS (HR Information System): Work in Paychex to ensure our data is accurate and that it supports the 
needs of employees and the organization. 

 Recruitment/Talent Support: Partner with Talent Acquisition team to support recruitment efforts as 

needed.   
 HR Administration: Maintain HR & personnel files, respond to HR-related mail, and other administrative 

duties as needed. 
 HR Team Support: Collaborate and support HR team colleagues across all functions of HR. Act as a 

back-up to the front desk when needed.  
 PPPSGV Values: Champions, models, and supports PPPSGV’s Diversity, Equity, and Inclusion efforts as 

well as the Planned Parenthood Experience (PPX) programs, including In This Together values and 

service standards.  

 
 

 
 
 



PHYSICAL REQUIREMENTS 
 

 Rarely 
(0-12%) 

Occasionally 
(12-33%) 

Frequently 
(34-66%) 

Regularly  
(67-100%) 

Seeing: Must be 
able to read 
reports and use 
computer. 

   X 

Hearing: Must be 
able to hear well 
enough to 
communicate with 
people. 

   X 

Standing/Walking:   X  

Climbing/Stooping/ 
Kneeling/ Bending: 

X    

Lifting weight up to 
25 lbs. 

X    

Pulling/ Pushing/ 
Reaching: 

X    

Fingering/ 
Grasping/Feeling: 
Must be able to 
write, type and use 
telephone system. 

X    

 
 
 
This job description is subject to review and change.  This is not a contract.  Signature of 
employee indicates solely that this position description has been received, read and 
understood. 
 
 
EMPLOYEE:___________________________________    DATE HIRED:______________________ 
 
 
SIGNATURE:__________________________________    DATE SIGNED:_____________________ 
 
 
SALARY:______________________________________   BILINGUAL:________________________ 


