Company Values
At Superior, our core values are the foundation of our work and culture. In everything we do, employees are expected to embody the following:

EXCELLENCE Exceeding Expectations

PARTNERSHIP Creating Positive Relationships

INTEGRITY Being Honest and Loyal

COMMITMENT Upholding Our Promises

Job Title: HR Generalist
Reports To: HR Manager 
Location: Gainesville 
Job Type: Full-time

Position Summary

Human Resources Generalist plays a key role in supporting the HR department and employees in daily functions across payroll, employee relations, benefits administration, and talent acquisition. This role requires a detail-oriented professional with 3–5 years of HR experience, strong communication skills, and a commitment to delivering high-quality service aligned with Superior’s values. Experience with UKG Ready is highly preferred.
Essential Job Duties and Responsibilities
· Support HRIS and payroll functions including new hire setup, compensation changes, deductions, and benefits updates.
· Conduct new hire onboarding, reference checks, and orientation.
· Administer benefits including enrollment, changes, terminations, and vendor communications; assist with open enrollment and benefits communications.
· Maintain compliance with employment laws (EEO, VETS, FMLA, etc.) and internal policies.
· Serve as a key point of contact for employee questions related to policies, procedures, benefits, and payroll.
· Maintain accurate and confidential HR records and data within UKG Ready or other HR systems.
· Administer and track the company’s FMLA program.
· Review benefit invoices; resolve discrepancies as needed.
· Participate in the Health & Wellness Committee and lead or support special HR projects as assigned.
· Ensure HR practices support a safe, inclusive, and productive workplace.
Core Competencies

 Attendance/Punctuality - is consistently at work and on time; ensures work responsibilities are covered when absent; arrives at meetings and appointments on time.
 Safety and Security - observes safety and security procedures; reports potentially unsafe conditions; uses equipment and materials properly.
 Teamwork - contributes to building a positive team spirit; puts success of team above own interests.
 Quality - demonstrates accuracy and thoroughness; monitors own work to ensure quality.
 Productivity/Quantity - meets productivity standards; completes work in timely manner; strives to increase productivity; works quickly.
 Dependability - follows instructions, responds to management direction; commits to long hours of work when necessary to reach goals; completes tasks on time or notifies appropriate person with an alternate plan.
 Communication - listens and gets clarification; responds well to questions.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Essential functions may require maintaining physical condition necessary for standing, walking, bending, stooping, seeing and hearing within normal ranges. Job requires ability to sit for long periods of time with minimal breaks. Must be able to lift and/or move up to 20 pounds unassisted.
Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee’s work is located primarily indoors. Tools and equipment regularly used; computer, fax machine, office supplies, copiers, telephone/switchboard, calculator, etc.
Benefits:
· 401(k)
· 401(k) matching
· AD&D insurance
· Dental insurance
· Disability insurance
· Employee assistance program
· Health insurance
· Health savings account
· Life insurance
· Paid time off
· Vision insurance
Superior Paving Corp. is an Equal Opportunity / Affirmative Action employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, disability, or protected veteran status

