
 
As the world leader in the manufacturing of electrostatic ion beam accelerator systems, 
National Electrostatics Corp. or NEC, is always looking for the best, quality candidates 
to join our family. Being a part of the NEC family offers many rewards including being a 
part of an environment where we want to see you grow and succeed. We are an 
employee-owned company that has been in business for over 50 years. 
 
We are looking for a Human Resource Generalist to join our team. This is a  
full-time position with excellent benefits. These benefits include paid time off (holiday,  
vacation, and sick leave), long term disability, life insurance, health insurance, and 401K  
match options and Employee-owned stock plans. 
 
Job Title: Human Resources Generalist 
Hours: 7 :30 a.m. – 4:00 p.m. (flexible hours) 

 
Job Summary: 
The Human Resources Generalist will run the daily functions of the Human Resource 
(HR) department including hiring and interviewing staff, administering pay, benefits, and  
leave, and enforcing company policies and practices.  
 
Duties/Responsibilities: 
 Reviews, tracks, and documents compliance with mandatory and non-mandatory 

training, continuing education, and work assessments. This may include safety 
training, anti-harassment training, professional licensure, and aptitude exams and 
certifications. 

 Recruits, interviews, and facilitates the hiring of qualified job applicants for open 
positions; collaborates with departmental managers to understand skills and 
competencies required for openings. 

 Conducts or acquires background checks and employee eligibility verifications. 
 Implements new hire orientation and employee recognition programs. 
 Performs routine tasks required to administer and execute human resource 

programs including but not limited to compensation, benefits, and leave; 
disciplinary matters; disputes and investigations; performance and talent 
management; productivity, recognition, and morale; occupational health and safety; 
and training and development. 

 Handles employment-related inquiries from applicants, employees, and 
supervisors, referring complex and/or sensitive matters to the appropriate staff. 

 Attends and participates in employee disciplinary meetings, terminations, and 
investigations. 

 Maintains compliance with federal, state, and local employment laws and 
regulations, and recommended best practices; reviews policies and practices to 
maintain compliance. 



 Maintains knowledge of trends, best practices, regulatory changes, and new 
technologies in human resources, talent management, and employment law. 

 Assist with constructive and timely performance evaluations.   
 Performs other duties as assigned. 

 
Required Skills/Abilities:  

 Excellent verbal and written communication skills.  
 Excellent interpersonal, negotiation, and conflict resolution skills. 
 Excellent organizational skills and attention to detail. 
 Excellent time management skills with a proven ability to meet deadlines. 
 Strong analytical and problem-solving skills. 
 Ability to prioritize tasks and to delegate them when appropriate. 
 Ability to act with integrity, professionalism, and confidentiality. 
 Thorough knowledge of employment-related laws and regulations. 
 Proficient with Microsoft Office Suite or related software. 
 Proficiency with or the ability to quickly learn the organization’s HRIS and talent 

management systems. 

Education and Experience: 
 Degree in Human Resources, Business Administration, or related field required or 

equivalent experience in HR. 
 At least one year of human resource experience preferred. 

 
Physical Requirements:  

 Prolonged periods of sitting at a desk and working on a computer. 
 Must be able to lift 15 pounds at times.   
 Must be able to access and navigate each department at the organization’s 

facilities.  
 

Note: 
This job description in no way states or implies that these are the only duties to be performed by the 
employee(s) incumbent in this position. Employees will be required to follow any other job-related 
instructions and to perform any other job-related duties requested by any person authorized to give 
instructions or assignments. All duties and responsibilities are essential functions and requirements and are 
subject to possible modification to reasonably accommodate individuals with disabilities. To perform this job 
successfully, the incumbents will possess the skills, aptitudes, and abilities to perform each duty proficiently. 
Some requirements may exclude individuals who pose a direct threat or significant risk to the health or 
safety of themselves or others. The requirements listed in this document are the minimum levels of 
knowledge, skills, or abilities. This document does not create an employment contract, implied or otherwise, 
other than an “at will” relationship. 
 
NEC is an Equal Opportunity Employer and does not discriminate against any employee 
or applicant for employment because of race, color, sex, age, national origin, religion, 
sexual orientation, gender identity and/or expression, status as a veteran, and basis of 
disability or any other federal, state, or local protected class. 

 
 

NEC is an Equal Opportunity Affirmative Action Employer - M/F, Vet/Disability. 


