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Job Description

Job Title: Human Resources Generalist
Status: Exempt__ FT__
Department: Human Resources
Division: Corporate

Purpose:

Live Media Group Holdings, LLC is a nation-wide leader for the production, encoding/transmission, creative and broadcast of
live events of any scale. Our commitment to the highest quality experience possible for our clients and their viewers has made
us the industry leader for live event production and broadcast. The purpose of this position is to support day-to-day human
resources operations with a primary focus on processing payroll and managing full-cycle recruitment. This role ensures accurate
and timely payroll administration, delivers a positive candidate experience, and provides general HR support across the
organization.

Payroll Responsibilities:

e Process bi-weekly payroll for all employees with a high degree of accuracy.

e Maintain payroll records, including new hires, terminations, pay changes and deductions.
e Audit timesheets, resolve discrepancies, and ensure compliance with wage and hour laws.
e  Coordinate with finance for payroll reporting, general ledger entries and audits.

Manage deductions, PTO accruals, and other payroll-related adjustments.

Respond to employee payroll inquiries and provide timely, professional support.

e  Other duties as assigned.

Recruiting Responsibilities:

e Manage full-cycle recruiting for open positions, including posting jobs, screening candidates, scheduling interviews, and
communicating with applicants.

e Partner with hiring managers to understand staffing needs and develop effective job descriptions.

Source candidates through job boards, referrals, social platforms, and local partnerships.

Conduct initial phone screens and support interview coordination and feedback.

Maintain applicant tracking systems and ensure an organized, compliant hiring process.

e Support onboarding by preparing new-hire paperwork and coordinating hiring process.

e  Other duties as assigned.

General HR Support:

e Assist with employee relations, policy interpretation, and HR questions.

e  Maintain employee files and ensure data accuracy in HRIS systems.

e Support benefits administration, open enrollment, and employee changes.

Assist with HR compliance tasks, including reporting and documentation.

Contribute to HR projects such as training initiatives, engagement activities, and process improvements.
e  Other duties as assigned.

Qualifications:

e  Associate’s or Bachelor’s degree in HR, Business or related fields preferred. A combination of education and experience
will also be applicable.

e 5+ years of experience working with direct payroll and recruiting responsibilities.

e  Experience with payroll software and HRIS systems.

Strong knowledge of employment laws and payroll regulations.

Excellent communication, organization, and problem-solving skills.

Ability to handle confidential information with professionalism and discretion.

e  Other duties as assigned.
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e Must be willing and able to lift/push/pull up to 50 Ibs., and willing to seek assistance for anything over 50 lbs.
(should not seek to do over 50 Ibs. without assistance).

Live Media Group Holdings LLC is an Equal Opportunity Employer and offers employment opportunities to all qualified persons
regardless of race, color, religion, sex, age, national origin, sexual orientation, physical or mental disability or any other status

protected under applicable law.
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