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POSITION:  HUMAN RESOURCES SPECIALIST
The City of Richland Hills, Texas (pop. 8,000) is seeking a Human Resources Specialist. This position performs a variety of professional and administrative duties in support of the City’s human resources functions including payroll processing; recruitment; onboarding; benefits administration; processing worker’s compensation, unemployment, and FMLA claims; and coordinating employee recognition programs. The ideal candidate should have excellent customer service skills, be detail oriented, collaborative and demonstrate strong written and verbal communication skills. 
THE CITY:  The City of Richland Hills is a small community in the Dallas/Fort Worth metropolitan region. It is an organization deeply committed to providing quality services to the community; creating a culture of professionalism, respect, dignity and trust; promoting honesty, integrity and transparency. We seek candidates who have an ability to use innovation and initiative in decision making to better serve the public.
JOB REQUIREMENTS: This position requires an Associate’s Degree and two (2) years of customer service, recruiting or human resources related experience. Municipal or public sector experience is preferred.
The successful candidate must have the ability to develop and maintain cooperative and professional relationships with employees, citizens, community and private organizations, elected officials, boards and commissions. The candidate must be able to perform tasks with accuracy and completeness; interpret and apply federal and state regulations related to human resources functions; handle a variety of issues with tact and diplomacy in a confidential manner; and clear a post-offer physical, drug test and criminal background check. 

COMPENSATION: This is a non-exempt position and the annual salary range is $38,325 to $56,721. Additional benefits include: TMRS - 7% match 2 to 1; medical, dental, life insurance and long-term disability at no cost to the employee. In addition, the city provides optional benefits such as deferred compensation, flexible spending, and provides vacation and sick leave, and 11 paid holidays.
TO APPLY: Please submit cover letter, resume and application to: Logan Thatcher, Assistant to the City Manager, 3200 Diana Drive, Richland Hills, TX 76118 or email to: lthatcher@richlandhills.com; or fax 817.616.3803.  

EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER

The City of Richland Hills does not discriminate on the basis of race, color, national origin, sex, religion, age, veteran, and/or disability status in employment or provisions of service.
