
 
 

HR Specialist 
 

Job Description  
 

Job Title: Human Resources Specialist 
Department: Accounting / Human Resources 
Reports to: Accounting/HR Manager 
Grade Level:  10 
 
Summary of Position:  
The HR position is a multifaceted position, which provides direct interface with all employees at 
LEAC in all areas of benefits management, policy orientation and implementation, workers’ 
comp and accidents reports, employee recruitment and education, as well as personnel file 
maintenance. This position will require high standards and accountability for implementing 
Land’s End policies for documenting the hiring, probation, training, and termination processes.  
 

 
Essential Functions: 

1. In charge of employee recruitment.  

2. Responsible for new hire orientation and education. 

3. Management of all personnel files in the HR office and maintenance of employee 

files according to industry standards. 

4. Gives final approval of all paperwork for new hires.   

5. Encourages excellent performance through various employee incentives or 

awards.  

6. Posts jobs to newspaper, job center and online locations. 

7. Responds to all incoming job inquiries and applications. 

8. Improves safety at LEAC through recognition/awards and safety training 

opportunities.   

9. Keeps all new job applications on file and routes applications to appropriate 

hiring managers as needed. 

10. Maintains all Workers’ Comp. and accident claim files and processes specific 

tasks related to administration of all claims as directed.    

11. Prepares and distributes hiring packets. Updates and revises packets as needed. 

12. Keeps hiring packet up-to-date and revises as needed. 

13. Responsible for posting all public information regarding employees’ legal rights 

and safety information. 

14. HR is available for employee conflict resolution as needed in conjunction with 

CFO and Accounting/HR Manager.  

15. Responds or expedites requests for information from employees and the public.  
16. Assists managers in administering and tracking probationary tests for employees 

in their probationary period. 



17. Consolidates all employee information in the HR office (not pertaining to 

accounting). 

18. Assists in employee special events. 

19. Other tasks as assigned by the CFO and Accounting/HR Manager. 

20. Assist CFO and Accounting/HR Manager to develop emergency and safety 

procedures and training 
 
Required Knowledge, Skills, and Abilities: 

1. Flexibility and adaptability required. 
2. Effective written and oral communications skills. 
3. Ability to operate word processing, spreadsheet, and file maintenance programs. 
4. General knowledge of principles, procedures, and practices of personnel administration. 
5. Knowledge of federal, state, and local laws pertaining to labor & wage and safety. 
6. Establish and maintain a close working relationship with all departments at Land’s End. 
 

Qualifications: Requires self-motivation, professional maturity and customer friendly service. 
Previous experiences in the hospitality industry and/or HR preferred. Must have a creative, 
open-minded personality with commitment to promote Land’s End. Excellent organizational and 
planning skills required. Confidentiality, integrity, attention to detail and accuracy mandatory.  
 
Manager Signature/ Date: _________________________________________________ 
 
Employee Signature/ Date: ________________________________________________ 


