
HR Generalist – Ottumwa Administration 
	Today’s Date
	Feb. 4, 2026

	Location 
	Ottumwa, IA 

	Hours 
	M-F (40 hours, 4-9’s and a 4hours shift Fridays)

	Job Type 
	Full-time


Summary

The HR Generalist is responsible for supporting the daily operations of the Human Resources department at River Hills Community Health Center. This position manages a wide range of HR functions including recruitment, onboarding, benefits administration, employee relations, training, compliance, and reporting. The HR Generalist works closely with the HR Director to ensure compliance with employment laws and organizational policies while supporting a service-oriented, mission-driven workplace culture.

Duties and Responsibilities

1. Support daily HR operations including recruitment, hiring, onboarding, employee relations, and compliance activities.

2. Recruit, interview, and facilitate the hiring of qualified applicants in collaboration with hiring supervisors.

3. Complete reference checks, background checks, abuse registry checks, and pre-employment drug screenings for new hires.

4. Administer employee benefits programs including health, dental, disability, FSA/HSA, COBRA, and open enrollment processes.

5. Assist with administration of Family and Medical Leave Act (FMLA) and Short-Term Disability (STD) claims.

6. Maintain accurate and current personnel records in compliance with federal, state, and local employment laws.

7. Track and document compliance with required training, licensure, certifications, and continuing education requirements.

8. Serve as administrator for the HealthStream training system and assign training modules according to organizational plans.

9. Assist with new employee orientation, employee recognition programs, and performance evaluation tracking.

10. Attend and participate in employee disciplinary meetings, investigations, and terminations as needed.

11. Support credentialing and privileging processes for providers, including NPDB and NHSC administration.

12. Prepare monthly HR reports and provide administrative support to the HR Director.

13. Maintain knowledge of HR trends, best practices, and regulatory changes.

14. Ensure compliance with corporate policies, procedures, HIPAA requirements, and the Corporate Compliance Program.

15. Uphold the mission, values, and service-oriented philosophy of River Hills Community Health Center.

16. Perform other duties as assigned.



Primary Tasks & Duties

1. Maintain accurate HR files, reports, and organizational charts.

2. Track licenses, certifications, registrations, and credential expiration dates and coordinate renewals with employees.

3. Administer enrollments, changes, and terminations in HRIS and benefits systems.

4. Track completion of six-month and annual employee performance evaluations and prepare reports for leadership and the Board of Directors.

5. Respond professionally to employment-related inquiries from applicants, employees, and supervisors.

6. Participate in staff meetings and HR planning activities.

7. Maintain a safe and professional office environment and follow established safety practices.

Qualifications

Minimum Qualifications

· Bachelor’s degree in Human Resources, Business Administration, or a related field, or a combination of education and experience

· Minimum of one year of human resources experience preferred

· Strong knowledge of employment laws, HR practices, and benefits administration

· Excellent verbal and written communication skills

· Strong organizational skills, attention to detail, and time management abilities

· Ability to maintain confidentiality and exercise sound judgment

· Proficiency with Microsoft Office Suite and HRIS systems

Preferred Qualifications

· SHRM-CP or PHR certification

· Experience in healthcare or community health settings

Deadline

Position will remain open until a pool of qualified applicants is received.

How to Apply
Medical Center Jobs in Ottumwa, Centerville, Richland, Sigourney, IA | River Hills Community Health Center
River Hills Community Health Center offers a competitive wage and full benefit package.

