
  
 
Human Resources Generalist 
Exempt/ Salaried position 
Position Location: Baton Rouge, Louisiana  
 
Founded in 1951, and headquartered in Columbia, South Carolina, Long’s Drugs is an $800 
million comprehensive pharmacy services provider with an established retail pharmacy footprint 
and a rapidly growing specialty pharmacy.  The company has grown from one store in South 
Carolina to 27 locations in South Carolina, North Carolina, Louisiana, Texas and Georgia over 
the past fifty years dispensing over two million prescriptions annually.  The Company’s offerings 
include traditional retail pharmacy, turnkey 340B contract pharmacy services, specialty 
pharmacy, mental health, and institutional pharmacy. 
 
The Human Resource Generalist is responsible for performing HR-related duties on a 
professional level and works closely with the Director of Human Resources in supporting 
designated geographic regions. This position carries out responsibilities in the following 
functional areas: benefits administration, employee relations, training, performance management, 
onboarding, policy implementation, recruitment/employment, reporting and employment law 
compliance. 
 
Education/ Experience: 
Must have a four-year college degree from an accredited university in a related field. 
At least two plus (2+) years of related experience. 
SHRM certification a plus, but not required.  
 
Leadership Responsibilities include, but are not limited to the following: 

1. Consistently serves internal customers and business partners needs in a prompt and 
professional manner.* 

2. Creates personal interaction with employees and business partners to develop lasting 
relationships.* 

3. Is pro-active in identifying and analyzing problems and providing solutions.* 
4. Responds timely and professionally to vendors and fellow employees.* 
5. Performs in accordance with the Company’s policies and procedures.* 
6. Responds positively and is open to ideas, changes and constructive criticism.* 
7. Works cooperatively with and fosters professional, respectful relationships with all 

Long’s locations and corporate employees.* 
8. Assesses and actively responds to daily needs of the business.* 
9. Responds to leadership positively and buys in to team spirit.* 
10. Embraces and performs in the spirit of the Company's core values and goals.* 

 
Duties and Responsibilities include, but are not limited to the following: 
 

1. Provides overall administrative support to the HR department including maintaining and 
processing documentation for complete employee records.* 

2. Answers employee questions about policy and procedures and refers to specialist as 
needed.* 

https://www.avitapharmacy.com/


3. Assists with projects such as HR events, benefit open enrollment, employee 
communications and company-wide meetings.* 

4. Updates payroll information to ensure payroll is processed timely and accuratly.* 
5. Mails/Emails out and follows up on new hire packets and benefit information.*  
6. Performs the administrative processes for all new hires, terminations and employees who 

have had a change in status by following the proper processes.* 
7. Performs all post-offer pre-employment checks on new hires to include the background, 

drug test, sexual offender list, OIG-HHS, and e-verify on employees.* 
8. Reconciles invoices pertaining to the HR department.* 
9. Manages password setup and resets for payroll and training software.* 
10. Oversees and manages the administrative functions of Family Medical Leave Act and 

disability.* 
11. Files EEO-1 report annually; maintain other records, reports and logs to conform to EEO 

regulations.* 
12. Conducts recruitment effort for all exempt and nonexempt personnel, students and 

temporary employees; conducts new-employee orientations; monitors career-pathing 
program and writes and places advertisements.* 

13. Maintains compliance with federal and state regulations concerning employment.* 
14. Manages the company’s worker’s compensation program.* 
15. Administers local annual hourly wage and benefit programs, including annual wage 

survey.* 
16. Partners with employees and management to communicate various human resource 

policies, procedures, laws, standards and government regulations.* 
17. Investigates and provides solutions to management regarding employee-related issues.* 
18. Responds to all unemployment claims.* 
19. Performs all duties in accordance with company policies and standards, as well as the 

spirit of the company's core values and goals.* 

Resumes and salary requirements can be forwarded to Shannon Tallent, Director of Human 
Resources, at stallent@longsrx.com. 

  


