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Job Description

Job Title:
HRIS Specialist
Job Code:
JN0090
Job Grade:
J17
SJC Code:
TBD

Reports to:  
Mgr, Human Resource Services
EEO-1/Job Family:
Technical
Supervises:
None
Created/Revised:
April 4, 2005
Ed/Exp:
HS/5
Travel:
<5%
Lic/Cert:
None
Environment:
General Office


Objective:  To process and maintain employee information in the HRIS/Payroll database for all corporate domestic locations.  To prepare diverse reports for use by the HR staff, management and Boeing.  To consistently act to maintain the integrity and confidentiality of all employee HR data.
Essential Functions: 
1. Processes and maintains employee information in the HRIS/Payroll database for all corporate domestic locations.  Compiles and reconciles data from foreign locations, as directed.
2. Prepares diverse reports for use by the HR staff, management and Boeing.

3. Interfaces with Boeing to verify and correct information in the Boeing employee database.

4. Maintains employee records and files in compliance with company policies and employment law.
5. Verifies the accuracy and completeness of new hire paperwork and follows-up with appropriate individual(s) when necessary.  Orients new employees on designated HRIS practices, as required or requested.
6. Researches and responds to questions from employees, management and third parties regarding employee records and files.

7. Administers and communicates Leave of Absence policies and procedures to employees and, in compliance with employment law, communicates FMLA requirements.

8. Provides a third-party administrator with all documents necessary for the filing of unemployment claims. 

9. Prepares and distributes semi-annual and annual employee performance evaluation documents.

10. Creates, updates and distributes company-wide organization charts.
11. Provides administrative support to the employee anniversary award program, as directed.
12. Provides management and staff with diverse data on employee demographics, including compensation.
13. Processes workers’ compensation claims and benefit administration, as directed.
14. Acts to consistently maintain the integrity and confidentiality of all employee HR data.

15. Responds to employee inquires regarding policies, procedures, and programs, and resolves employee concerns in compliance with current policies and procedures.

16. Maintains effective and diplomatic communications with senior management and staff on all levels.

17. Perform other related duties, including special projects, as requested or required.

Education/Experience: Graduation from High School or equivalent.  A Bachelor’s degree in Human Resources, Business Administration or related field, is desired.  Five (5) or more years of related and equivalent HRIS/Payroll experience, or validated proficiency.
Knowledge, Skills & Abilities: Demonstrated proficiency processing and maintaining diverse, complex, and voluminous employee information through a HRIS/Payroll database.  Demonstrated proficiency preparing diverse reports for use by the HR staff and management.  Demonstrated proficiency taking action to consistently maintain the integrity and confidentiality of all employee HR data.  Demonstrated experience working successfully with others, and persuading and negotiating others to embrace human resource strategies proposed.  Demonstrated knowledge of and experience accurately communicating human resource policies and procedures.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse business development teams, and executive management.  
Licensure/Certification: PHR or SPHR certification is desired.
Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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