
 
 

 
POSITION:   Senior Human Resources Generalist  
REPORTS TO:                Regional Human Resources Manager  
FLSA:   Salaried/ Exempt 
MANAGES  ADA Greeters 
 
SMG, a world leader in venue management, marketing and development, began at the historic 
Mercedes-Benz Superdome in 1977.  SMG provides management services to more than 220 public 
assembly facilities including convention and exhibition centers,  arenas, stadiums, theatres, 
performing arts centers, equestrian facilities, science centers and a variety of other venues 
 
Major Responsibilities: 
 Prepare Personnel Actions Forms for new employees, rehires, department transfers, position 

changes, and separations.  
 Schedule & manage ADA greeters for all events. 
 Work with ADA Facilitator to ensure all ADA patrons needs are met. 
 Respond to all internet webpage inquires at “contact us”. 
 Complete e-verify review for new hires. 
 Assist with Parking Department recruiting/interviewing. 
 Schedule and conducts full-time and union orientation. 
 Assist new hires with completing orientation packets. 
 Interpret the human resources policies and procedure handbook and the business conduct policy. 
 Conduct background checks on job applicants. 
 Complete employment verifications. 
 Evaluate job descriptions, determining FLSA status, position responsibilities and qualifications.  
 Organize and presents benefit package to full-time employees.  
 Assist employees in elected their benefits.  
 Answer email and phone inquiries regarding various patron questions. ** 
 Complete various projects given to by manager or assistant manager. 
 Manage guest services during various events throughout the year. 

 
Qualifications: 
 B.S. in Human Resources from a four-year college or university, OR 2-3 years of related 

experience preferred.  
 PHR Certification. 
 Knowledge of Personnel and Human Resource principles and procedures.  
 Must have moderate experience in Microsoft Office applications specifically Microsoft Word, 

Excel, and Outlook.  
 Communication, interpersonal and organizational skills required.  
 Must be able to function independently, but also work as a team member.  
 
 

SMG is an Equal Opportunity/Affirmative Action employer, and encourages Women, Minorities,  

Individuals with Disabilities, and protected Veterans to apply. VEVRAA Federal Contractor. 

 

 

 

 

 

 
  Mercedes-Benz Superdome | Smoothie King Center | Champions Square 

New Orleans, LA 
 

Date Opened: 12/15/14        Closing Date:    


