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Job Classification Information 
Job Title: Human Resources Generalist II 
Desired Salary: $40,286.40 - $55,000.00 

 
 
Administration Division –Human Resources Generalist II  
 
About Us 
 
The Mississippi Department of Banking and Consumer Finance (DBCF) regulates, supervises 
and safeguards financial institutions chartered and licensed in Mississippi. With a vision of 
excellence in financial supervision, DBCF conducts examinations of all state-chartered banks, 
thrifts, credit unions, independent trust companies, mortgage lenders, small loan companies, 
insurance premium finance companies, motor vehicle sales companies, pawn brokers, title 
pledge lenders, consumer loan brokers, check cashers (payday lenders), money transmitters, 
credit availability companies, and debt management service providers. DBCF's examinations 
ensure these industries are in compliance with Mississippi's laws designed to protect its citizens. 
DBCF also participates in programs to educate Mississippi's consumers on financial literacy and 
provides a consumer complaint resolution process. 
 
DBCF is currently seeking a Human Resources Generalist II to join our Administration Division. 
 
Why Work for DBCF? 
 
The State of Mississippi offers a comprehensive benefits package to every employee, which is 
detailed on our Careers page. In addition to this benefits package, DBCF also offers: 
 

• Competitive salaries with a defined career ladder that outlines potential benchmarks, 
promotions, and raises 

• Annual paid training and certification opportunities.  

• Travel opportunities, including out-of-state travel, with reimbursement of most meals, 
mileage, and lodging expenses. 

 
DBCF offers a challenging work environment, a career development program, and the 
opportunity to promote the safety and soundness of financial institutions chartered in the state of 
Mississippi. 
 
 

https://dbcf.ms.gov/careers/
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Job Description 
 
This is a second–level Human Resources professional position accountable for administering 
agency human resources programs, policies, and procedures related to recruitment and selection, 
classification, salary analysis, benefits, appointments, performance evaluation, training and 
development, and employee engagement. Provides consultation and advice to managers, 
supervisors and employees on human resources issues including grievances, investigations and 
employee relations issues. 
 
Key Duties and Responsibilities 
 

• Answer general personnel questions 
• Prepare and maintain new hire packets, ensuring all onboarding documents are current to 

support HR efficiently 
• Process new hires into MAGIC EC and SPAHRS – ensuring all the proper paperwork is 

collected and completed per MSPB’s VCP 
• Process all employee payroll deductions, including benefits and other withholdings  
• Facilitate new hire orientation to ensure employees are informed about company policies, 

benefits, mandated videos, and acknowledgments 
• Process In-Range Salary Adjustments – ensure progression/merit-based requests include 

certifications and/or training documentation per MSPB’s VCP, enter the requests in 
MAGIC EC and SPAHRS; follow up with MSPB analyst 

• Monitor leave balances, track concurrent leave usage (e.g., FMLA with PPL), and 
communicate updates to employees 

• Serve as the primary point of contact for employees requesting Paid Parental Leave and 
FMLA, providing clear guidance on eligibility, timelines, and documentation. 

 
Minimum Job Requirements 
 
 

• Bachelor’s Degree 
• Three (3) to five (5) years of experience  
• Demonstrated knowledge of relevant laws, regulations, and administrative procedures. 
• Strong research and analytical skills. 
• Effective organizational and multi-tasking skills. 
• Precise attention to detail, proofreading skills, and advanced problem-solving 

capabilities. 
• Ability to effectively handle and prioritize multiple projects in a fast-paced work 

environment with minimal supervision. 
• Professional written and verbal communication skills and ability to effectively 
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communicate and interact with all levels of staff and industry members. 
• Must maintain a collaborative approach and demonstrate excellent team building and 

interpersonal social skills. 
 
 
Working Conditions and Requirements 
 

• Candidate must currently reside in or be willing to relocate to the Jackson, MS metro 
area. 

• Candidate must possess a valid driver’s license and reliable transportation as periodic 
overnight travel during the week is required. 

• Candidate must undergo a criminal background and credit report check. 

• An in-person interview is required to be considered for this position. 

• This is a non-remote position. 


