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Human Resources Generalist

Summary

The HR Generalist provides active support across all HR matters relating to BFIS staff, under the
general guidance and direction of the DFO. The role collaborates in implementing and supporting HR
policies, procedures, and activities, as well as developing and maintaining staff documentation,
ensuring that all HR practices and processes remain aligned with applicable Spanish Labour Law and
regulatory requirements

Reports to: Director of Finance and Operations

Collaborates with: Business Office, HR external collaborators, HR team, Leadership team, and all
Staff.

Roles and Responsibilities

Recruitment and Talent Acquisition

e Partner closely with hiring leaders throughout the full recruitment lifecycle.

e Oversee the recruitment workflows to ensure that hiring leaders follow established
recruitment guidelines and standard procedures
Prepare and publish job advertisements across internal and external channels
Draft, compile, and issue formal offer letters, managing follow-ups

e Maintain and develop a pool of qualified candidates to support short-term and
substitute-cover needs.

e Coordinate and verify hiring processes with the HR Coordinator to ensure a smooth and
effective onboarding process,

® Support the development, implementation, and continuous improvement of recruitment and
candidate-screening systems and procedures to attract and select the most qualified
candidates.

Employee Relations

e First contact for concerns expressed by employees. Actively listens and develops
alternatives/solutions to these concerns

e Coordinate and oversee all measures, procedures, and training related to employee health,
prevention, occupational safety, and workplace risk management, ensuring compliance with
applicable requirements.

e Maintain and regularly update employee records and legal documentation, ensuring that all
documentation is accurate, complete, and up to date.

Salary and Benefits
® Monitor the administration and application of employee salary and benefits programmes,
ensuring consistency, accuracy, and compliance with applicable policies and regulations.
e Maintain and regularly update the remuneration database
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Support the Finance Director by providing accurate information for all staff, including
changes resulting from new hires, promotions, contract amendments, salary adjustments,
and other relevant employment changes.

Coordinate with the HR Coordinator to ensure that salary and benefits information is
accurately reflected in payroll and related HR records

Professional Development and Compliance Training
® Lead, organise, and execute the staff compliance training across the organization. Particularly

regarding Health and Safety and risk prevention regulations

Stay fully updated on mandatory training requirements

Plan, schedule, and internally coordinate all training sessions with employees. Maintaining
accurate records, track attendance lists, and manage all documentation required to ensure
full audit readiness and compliance.

Ensure that all required training documentation is properly processed and recorded through
Fundae.

Support managers in organizing staff training programs aligned with operational goals.
Support managers and leaders throughout the appraisal process, providing guidance and
ensuring that the appraisal is completed within the established timeframe and according to

policy.

HR Management
® Monitors changes in labor regulations to proactively update, refine, and enforce internal

policies, procedures, and practices, ensuring the company strictly complies with all
employment laws. Particularly, Faculty Handbook revisions.

Interacts with the school’s labor agency on all personnel matters as needed to ensure labor
law compliance.

Chair of Risk Committee

Responsible for the Prevention Plan and person of contact with the Prevention company
Follow up on the Equality Plan and agreed action plan.

Preparation and presentation of annual Equal Pay Register

Sourcing and management of outsourcing partners: recruitment firms

Administrative support to the executive survey evaluation and feedback process.

Requirements and Skills

Have a Bachelor’s degree in Labour Relations or a related field from an accredited institution.
Have a proven track record of at least 2 years of experience in an HR department

Have an advanced level of Spanish and a minimum intermediate level of English. Knowledge
of Catalan will be considered an advantage.

Demonstrate analytical, organizational, and planning skills.

Have working knowledge of Excel and HR ERP is an advantage

Preferably have experience working successfully in a multicultural and diverse environment.
Possess sound knowledge of organisational and HR management principles and practices.
Demonstrate excellent interpersonal and communication skills

Understand and consistently respect the principles of confidentiality and discretion.
Demonstrate a high level of integrity and strong moral character.
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