
     

 

Human Resources Specialist – Gardner, Worcester MA 
 
The HR Specialist will serve as a hands-on representative and primary point of contact for the VP of Human 
Resources for administrative support. This role will also include a hands-on approach to human resource 
function whose role is to help facilitate basic human resource functions. The HR Specialist will serve as support 
for recruitment, employee relations, training and development, compliance and benefits through multitasking 
activities that will address support for documentation, polices process and practices within the organization.  
The role will require partnerships on projects were human resources support is needed within the organization 
and serve as a representative for data collection within HR functional areas. The individual will be able to 
embrace change within the organization and functional areas and show support of such defined activities. 
 
Key Responsibilities 
 
Employee Relations: 

 Assists in employee relation issues, gathering and assessing information, keeping management advised 
of potential employee relation issues. 

 Facilitates effective and timely resolutions related to disciplinary actions to also include advocacy for 
employee when necessary 

 Builds rapport with employees and management to be a source of knowledge and support with the 
human resources/ administrative functions 

 
Recruitment: 

 Participates in recruitment efforts for all personnel. Coordinates recruitment reach outs and screening as 
well as data collection on recruitment efforts. 

 Assists in reference checking and organization of onboarding process 
 Data entry for EEO and AAP tracking 

 
Compensation and Benefits: 

 Work supportively with RCAP’s finance personnel to ensure documentation is in place to have benefit 
deductions occur in a timely manner 

 Assist with open enrollment and benefit census data. Support ACA documentation and compliance 
actions related to benefit administration. 

 
Compliance: 

 Able to maintain confidentiality with accessible data, investigations and new initiatives 
 Maintains HR data bases to include scanning, and maintaining paper and electronic files 
 Maintains employee files and can pull data in accordance with audit request, Support maintenance of 

dead files and retrieval of dead files when necessary 
 
Training and Development: 

 Fostering independent or small group communication for support of RCAP programs to promote self-
sufficiency. 

 Attendance at annual trainings and meetings as required. Participation for HR functional support as 
needed. 

 



     

 

Education and Experience Requirements 
 Bachelor’s Degree or equivalent experience directly related to human resource functional areas 
 3 to 5 years’ experience preferred. 

 
Experience Requirements 

 Strong written and verbal communication skills 
 Proven ability to effectively manage and adapt to changing priorities. 
 Work history demonstrating ownership of assigned areas of responsibility and strong work ethic 
 Proficiency in Outlook, Excel, Word, PowerPoint, Viso, SharePoint and other computer programs 

 
Certifications or Licensures: 

 Valid Drivers’ License 
 
Working Conditions: 

 Typical office setting to include the ability to spend long hours sitting and using office equipment and 
computer  

 Move regularly from sitting to standing position as well as frequently bend to file and maintain files. 
 Ability to work on repetitive tasks and use fine motor skills to handle and control objects. 
 Ability to use and ear piece or headphones.; Speak, listen and understand others. 
 Some travel required; ability and willingness to travel to other RCAP locations to support human 

resources initiatives. 
 Occasionally lift 10 to 15 lbs. 

 
Location – Gardner/Worcester, MA   Grade Level: 16 
 
Compensation and Benefits: RCAP Solutions, Inc. offers an excellent compensation and benefits package, 
including health, dental, 403b, vacation, 13 paid holidays, STD/LTD, etc. 
 
To Apply: Send cover letter and resume to our Human Resources Department or Email: HR@rcapsolutions.org 
or Fax: (978) 630-2751. 
 


