Senior HR Generalist

Tabs3 (Software Technology, LLC) has been a leader in the legal software industry for over 40 years. We specialize in billing and practice management software to help attorneys run their business. You can enjoy a healthy work-life balance while working in a casual atmosphere. 

What we provide: 
· Excellent Hours. Work Monday through Friday and enjoy weekends off! 
· Casual Environment. Be comfortable in our casual dress environment. 
· Paid Time Off. Enjoy paid time off and paid holidays.
· Great Coverage. Take advantage of health, dental, and vision policies. 
· Peace of Mind. Invest in your future by taking advantage of our 401K match.
· A Great Team. Collaborate with smart, curious, hardworking individuals.
· Career Development. On-the-job training and opportunities for growth.
· Performance Compensation. Be rewarded for your hard work with performance-based merits.
· Terrific Food. Enjoy regular employee appreciation lunches on us. 

[bookmark: _GoBack]As a Sr. HR Generalist, you will:
· Develop and Maintain HR Processes. Create and update company policies and procedures and ensure compliance with labor regulations.
· Administer Benefits. Participate in open enrollment and coordinate all benefits processing.
· Become an Expert. Become fluent in and oversee the company’s HRIS and ATS to ensure optimal function.
· Recruit. Manage and facilitate recruiting, collaborate with the management team in the selection process, hiring, and onboarding of qualified job applicants. 
· Act as a Resource. Provide support to employees in various HR-related topics, and promote HR programs to contribute to our efficient workplace.

A great fit for this position has:
· A Bachelor’s degree preferred in Business Administration, Human Resources, or related education or experience.
· 3+ years’ experience in human resources or a similar role.
· Knowledgeable of employment-related laws and regulations.
· Proficiency with or the ability to quickly learn an HRIS and ATS.
· Excellent verbal and written communication skills.
· Proficient in Microsoft Office Suite.
· Experience using Adobe products.
· Detail-oriented with excellent organizational skills.
· High initiative and flexibility.
· Strong analytical and problem-solving skills. 
· Ability to act with integrity, professionalism, and confidentiality.
· PHR or SHRM certification preferred. 

Visit www.Tabs3.com/Jobs for more information and to apply!
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