CITY OF WILLCOX
HUMAN RESOURCES ANALYST / GENERALIST

Department: Finance

Reports To: Finance Director
FLSA Status: To Be Determined
Classification: Full-Time
Revision Date: September 2026

Pay: $51,000 - $71,000 DOE
POSITION SUMMARY

Under the general direction of the Finance Director, the Human Resources
Analyst/Generalist performs professional, technical, analytical, and administrative work in
support of the City’s comprehensive human resources and payroll functions.

The position is responsible for administering and coordinating a broad range of human
resources functions, including payroll, recruitment and selection, onboarding and
offboarding, employee benefits, open enrollment, personnel records, HR policy
administration, employee relations, performance management, and regulatory
compliance.

The Human Resources Analyst/Generalist serves as a primary resource to City employees,
supervisors, Department Directors, and management regarding personnel policies,
procedures, benefits, payroll, and other human resources matters. The position works
closely with the Finance Director, Department Directors, and City Manager to promote
consistent application of City personnel policies and sound human resources practices
throughout the organization.

The position routinely handles confidential and sensitive personnel, payroll, medical, and
employment information and must exercise a high degree of discretion, professionalism,
sound judgment, impartiality, and confidentiality.

ORGANIZATIONAL RELATIONSHIPS

Supervision Received:
Works under the general direction and supervision of the Finance Director.

Supervision Exercised:
Generally none; may coordinate the work of administrative staff or provide functional
guidance related to payroll and human resources processes as assigned.



Internal Relationships:
Works extensively with the Finance Director, City Manager, Department Directors,
supervisors, and employees throughout the organization.

External Relationships:

Works with applicants, benefit providers, insurance representatives, retirement systems,
payroll and HR vendors, auditors, regulatory agencies, legal counsel, risk-management
representatives, and other governmental and professional organizations.

ESSENTIAL FUNCTIONS

The Human Resources Analyst/Generalist performs the City’s day-to-day human
resources and payroll functions, including:

Processes and coordinates City payroll, including timesheets, leave, overtime,
deductions, stipends, pay adjustments, and personnel changes.

Coordinates annual W-2 and Form 1095-C processing, reporting, and
distribution.

Maintains employee payroll and HR information and researches payroll
discrepancies.

Coordinates recruitment activities, including preparing and posting vacancies,
receiving and reviewing applications, and communicating with applicants.
Schedules interviews and works with Department Directors to develop appropriate,
job-related interview questions and selection processes.

Coordinates pre-employment requirements and prepares hiring and personnel
documentation.

Coordinates new employee onboarding and orientation, including employment
forms, payroll documents, policy acknowledgments, and benefit enrollment.
Coordinates employee separations and applicable offboarding requirements.
Administers employee benefit programs and serves as a resource to employees
regarding benefits.

Coordinates the City’s annual open enrollment process and qualifying life-event
changes.

Reviews benefit enrollment information, payroll deductions, and related records for
accuracy.

Responds to questions regarding City of Willcox personnel policies and
procedures and coordinates responses with the Finance Director, City Manager,
legal counsel, risk management, or other professional resources when appropriate.
Researches and recommends human resources best practices and
improvements to City HR policies, procedures, forms, and processes.

Monitors changes in employment laws and regulations and recommends policy or
procedural changes as necessary.



Works with Department Directors and supervisors regarding employee
performance, counseling, corrective action, and discipline.

Assists in preparing and reviewing counseling documents, written warnings,
performance improvement plans, disciplinary documentation, and other personnel
actions.

Promotes consistent application of City personnel policies and disciplinary
practices among departments.

Assists with workplace investigations, employee complaints, grievances, and other
employee-relations matters as assigned.

Recognizes matters requiring escalation and coordinates with the Finance Director,
City Manager, City Attorney, risk-management representatives, or other appropriate
resources.

Assists with administration of FMLA, ADA accommodations, workers’
compensation coordination, and other employee leave matters as assigned.
Maintains confidential personnel, payroll, benefit, disciplinary, medical, and other
HR records in accordance with applicable requirements.

Assists with development and maintenance of City job descriptions and
classifications.

Conducts compensation and salary surveys and assists with reviews of pay ranges,
internal equity, and market competitiveness.

Coordinates personnel actions involving promotions, transfers, temporary duty
assignments, merit increases, COLAs, reclassifications, and other employment
changes.

Assists Department Directors with employee performance evaluations and
performance-management processes.

Coordinates or assists with supervisory and employee training regarding personnel
policies, workplace conduct, harassment prevention, interviewing, performance
management, and other HR matters.

Prepares reports, correspondence, personnel statistics, and workforce information
for the Finance Director and City Manager.

Assists the Finance Director with payroll reconciliation, personnel budgeting,
employee benefit costs, and other HR-related financial matters.

Performs other related duties as assigned.

DECISION-MAKING AND AUTHORITY

The Human Resources Analyst/Generalist provides professional guidance and
recommendations regarding human resources matters but does not independently
exercise the appointing or disciplinary authority assigned to Department Directors, the
Finance Director, City Manager under City policy or applicable law.



The position is expected to identify personnel risks, research applicable policies and best
practices, recommend appropriate courses of action, and ensure that HR processes and
documentation are handled consistently and professionally.

Sensitive, unusual, or potentially significant personnel matters shall be coordinated with
the Finance Director and City Manager, and with legal counsel or risk management when
appropriate.

MINIMUM QUALIFICATIONS

A bachelor’s degree from an accredited college or university in Human Resources,
Business Administration, Public Administration, or a closely related field, and two (2)
years of progressively responsible experience involving human resources, payroll, benefits
administration, personnel administration, or a related field;

OR

An equivalent combination of education, training, and progressively responsible
experience that provides the knowledge, skills, and abilities necessary to successfully
perform the duties of the position.

PREFERRED QUALIFICATIONS

¢ Three (3) or more years of progressively responsible HR and/or payroll experience.
¢ Previous municipal, county, state, or other public-sector experience.

e Experience independently processing payroll.

e Experience administering employee benefits and open enroliment.

e Experience assisting management with employee relations and disciplinary
matters.

e Knowledge of FLSA, FMLA, ADA, EEO, USERRA, and other applicable employment
requirements.

* Experience with HRIS and payroll systems.
e SHRM-CP, PHR, CPP, IPMA-HR, or similar professional certification.

KNOWLEDGE, SKILLS AND ABILITIES

The successful employee should possess considerable knowledge of human resources
and payroll practices and have the ability to:

e Accurately process payroll and meet established deadlines.

¢ Interpret and explain personnel policies and procedures.

o Research HR issues and provide well-supported recommendations.
¢ Maintain strict confidentiality.

e Exercise sound judgment and impartiality.

o Communicate effectively verbally and in writing.



¢ Develop professional job announcements, interview questions, reports,
correspondence, and personnel documentation.

e Work effectively with Department Directors and supervisors on sensitive employee
matters.

e Manage multiple responsibilities and deadlines.
e Recognize legal, financial, or organizational risks and appropriately elevate issues.
e Establish effective working relationships with employees at all organizational levels.

SPECIAL REQUIREMENTS

Must possess or obtain and maintain a valid Arizona driver’s license as required by the
City. Must successfully complete applicable pre-employment requirements and maintain
confidentiality of personnel, payroll, medical, disciplinary, and other sensitive information.

PHYSICAL REQUIREMENTS

Work is primarily performed in a standard office environment. Duties require sufficient
mobility to work in an office setting, operate standard office equipment, communicate
verbally and electronically, and occasionally lift and carry files, records, or other materials.

Reasonable accommodations may be made to enable qualified individuals with
disabilities to perform the essential functions of the position.

GENERAL STATEMENT

This job description describes the general nature and level of work performed by
employees assigned to this classification. It is not intended to be an exhaustive list of every
duty, responsibility, or qualification associated with the position. Duties and
responsibilities may be modified as organizational needs change.






