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POSITION TITLE: Human Resource Generalist & Payroll Representative
JVA#: 2026-44
DEPARTMENT Human Resources

About Bluefield State University

Bluefield State University is a historically Black public institution founded in 1895 and
located in Bluefield, West Virginia. As a proud member of the West Virginia Higher
Education system and an accredited institution, BSU offers a wide range of undergraduate
programs rooted in a tradition of access, opportunity, and service. With a mission centered
on serving first-generation students and communities throughout the Appalachian region,
BSU is committed to academic excellence, institutional integrity, and the success of every
student who walks through its doors. The University is at an exciting inflection point,
actively investing in its facilities, financial infrastructure, and campus experience, and it is
seeking mission-driven leaders who are ready to help shape its next chapter. For more
information about the University, please visit www.bluefieldstate.edu.

Job Summary:

Reporting to the Director of Human Resources, the Human Resources Generalist and
Payroll Representative works independently under strategic direction, administers and
optimizes HR Payroll systems, leads upgrades, and ensures data integrity. The position
partners closely with HR Personnel and institutional stakeholders to aligh systems with
compensation, benefits, and engagement initiatives—applying a systems mindset to
improve processes, strengthen compliance, and solve complex challenges collaboratively.
This position provides administrative support to the Director of Human Resources and
performs other duties as assigned that support the department.


http://www.bluefieldstate.edu/

Duties and Responsibilities:

Process Biweekly Payroll with wvOASIS HRM. Includes processing stipends, overload
pay, summer school pay, and timecard entries. Follow guidance issued by the WV State
Auditor’s Office and State Budget Office regarding transactions. Monitor and sign off on
payroll using the UKG Kronos timekeeping system. Address any annual leave or sick
leave accrual issues inside the Kronos system. Serve as a point of contact for payroll
concerns for faculty, staff, and student employees. Enter Tax Documents, Net Pay
Documents, and deductions/benefits in wvOASIS HRM. Process supplemental (Online
Check) payrolls as needed.

Contact the State Auditor’s Office or State Budget Office as needed for payroll
transactions, and participate in training opportunities when available. Communicate
with the Benefits Coordinator regarding the hiring of new faculty and staff. Maintain
Balances for Comp Time and Holiday Bank Balances for select non-exempt employees.
Ensure compliance with Federal and State employment laws and regulations,
including, but not limited to, FLSA and ACA.

Serve as primary owner and administrator of all HR platforms (e.g., HRIS, BANNER,
OASIS, salary tools, applicant tracking, timekeeping, HR ticketing), ensuring reliability,
accuracy, and compliance. Lead system upgrades, enhancements, testing, and
implementations. Identify and implement new technologies to streamline operations,
maximizing use of existing tools before recommending new solutions. Develop
reporting standards, documentation, and internal controls. Run and validate required
reports for legislative, regulatory, and operational purposes. Train and support staff on
reports, data entry, and troubleshooting.

Performs daily operational and administrative support for human resources business
processes of the Office of Human Resources, and assists the Director of Human
Resources. Performs customer reception, data entry, typing, copying, monitoring
supply inventories, faxing, answering the telephone, and providing accurate information
related to human resources to students, employees, and members of the general
public.

Conduct the BSU employment process for salaried and hourly hires. Perform and
monitor all aspects of regular-position search processes, to include working with hiring
officials prior to posting and preparing job postings, placing internal and external job
postings/advertisements, providing training to search committees, receiving and
processing employment applications, and facilitating the search process to conclusion.
Serve as a backup to prepare and conduct, within established procedures: reference
checks, background checks, new employee orientations, and all other personnel
actions.

Cross-train with the Benefits Coordinator to develop and maintain working knowledge
of employee benefit programs, retirement plans, leave administration, open enrollment
processes, and related compliance requirements. Provide backup support for benefits
functions during absences, periods of high workload, or operational needs to ensure
continuity of service and timely response to employee inquiries. Assist with processing
benefit enrollments, changes, and communications in accordance with University



policies and applicable regulations.

Responds to and initiates inquiries (questions regarding HR policies, procedures, job
opportunities, advertising, etc.), independently resolving problems whenever feasible.
Reviews and verifies incoming and outgoing documentation for completeness,
accuracy, and compliance with university HR policies and procedures.

Performs mail merges to assist with producing employment contracts and relevant
communications.

Processes and properly records and maintains recordkeeping regarding a variety of
human resources-related information, such as employment applications and
personnel/employment requests received, separated from service employee personnel
files, following established procedures. Record applications for vacant positions and
relevant data accurately on tracking spreadsheet(s) to be used for reporting purposes.
Perform job duties in accordance with relevant federal and state regulations, policies,
and procedures, as well as University policies and procedures.

May order and maintain inventory of office supplies. May process and properly
document department credit card purchases, obtaining supervisor’s approval in
advance for all purchases.

Perform purchases in accordance with purchasing procedures, including maintaining
appropriate documentation regarding payment of credit card purchases and performing
reconciliation of fiscal transactions.

Appropriately interpret and communicate HR related policy, procedures, and state and
federal policies and regulations to faculty, staff, and members of the public.
Periodically review the Office of Human Resources website, forms, and resources;
update as needed.

Audit data integrity using BANNER.

Create and/or update form templates for the supervisor’s review.
Perform other duties to support the CFO, Director of Communications, and/or the
General Counsel.

Perform other duties as assigned by the Director of Human Resources.

QUALIFICATIONS

Education/Knowledge:

A Bachelor’s degree in business or a related field

Licenses:

= Valid U.S. driver’s license
= SHRM-CP, Preferred



Required Skills:

Proficient in computer skills in software programs such as Microsoft Office
Suite.

Excellent written and verbal communication skills.

Ability to operate standard office equipment.

Demonstrated knowledge of correct grammar, spelling, punctuation, and
sentence structure.

Strong interpersonal skills with the ability to maintain cooperative working
relationships among all levels of employees within the organization.

Ability to respond tactfully to students, employees, and members of the general
public.

Attention to detail with accuracy in recordkeeping.

Ability to perform most administrative and secretarial work in accordance with
established procedures and with minimal supervision in support of the Office of
Human Resources.

Ability to maintain confidentiality.

Ability to multitask and meet deadlines.

Ability to make sound decisions about office procedures when the supervisor
may be out of the office attending meetings.

Ability to work under pressure in a professionally courteous manner.

Knowledge of WV OASIS preferred.

Type of Experience Needed:

= Required: At least 1 year of recent, relevant experience in payroll processing and
administrative support, demonstrating experience operating personal computers and
using office software required.

= Preferred: Experience in a human resources support or administrative assistant
position demonstrating strong customer service skills within a higher education
environment.

Please do not include photographs or any personal information (e.g., D.O.B., place of birth,
etc.) on your application or supporting documents. Also, Bluefield State University does
not provide H1B visa or employment sponsorship



DATE POSTED:

CLOSING DATE: For full consideration, applications must be received by 4:00 pm EST,
10/06/2026. Applications will be accepted until the position is filled; however,
applications received after the deadline may not receive full consideration.

Bluefield State University is an HBCU, EOE/ADA employer, committed to the principle that
minorities, women, veterans, and individuals with disabilities are encouraged to apply. The
university complies with all applicable federal and state laws designed to promote equal
educational and employment opportunities. Bluefield State University does not provide an
H1B visa or employment sponsorship.



