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COMPANY OVERVIEW:  
NatureWorks LLC is a company dedicated to meeting the world’s needs today without compromising the earth’s 
ability to meet the needs of tomorrow. NatureWorks LLC is the first company to offer a family of commercially 
available, low-carbon-footprint naturally advanced Ingeo™ lactides and biopolymers derived from 100 percent 
annually renewable resources with performance and economics that compete with oil-based intermediates, 
plastics, and fibers, and provide brand owners new cradle-to-cradle options after the use of their products. 
NatureWorks is jointly owned by Thailand’s largest chemical producer, PTT Global Chemical, and Cargill, an 
international producer and marketer of food, agricultural, financial, and industrial products and services. For more 
information about NatureWorks and Ingeo, visit www.natureworksllc.com. 
 
POSITION PURPOSE: 
The Human Resources Generalist is responsible for identifying and hiring the people we need; engaging the 
people we have; and building a culture that defines and differentiates NatureWorks.  This “hands-on” role works 
collaboratively to complete special projects relative to the strategic planning and administration of NatureWorks’ 
human resource needs.  This role will be responsible for owning benefits administration, talent acquisition, 
recognition, compliance training, and other areas as developed.  Actively provides input into prioritizing what 
initiatives, projects, and/or activities will proceed within the area of responsibility to support the business in 
achieving the mission, vision and goals of the organization. 
 
PRINCIPLE ACCOUNTABILITIES: 
Benefits Administration (30%) 
 Coordinate benefits administration, vendor relationships, and employee communication to maximize value to 

employees  
 Ensures plans are in compliance with applicable government regulations and audits as needed 
 Designs and distributes materials to enhance understanding of company benefits offerings 
 Coordinates, communicates, promotes and implements wellbeing initiatives 
 
Talent Acquisition (25%) 
 Develops and executes recruiting strategies for the organization to attract, retain, increase time to 

productivity, and engage top talent 
 Responsible for ensuring a consistent and efficient process for candidates, new employees, hiring managers, 

interview teams, and the onboarding team  
 Assists with brand building in the community 
 Educates new employees on our culture, gearing them for success 
 Conducts recruitment efforts including sourcing candidates, interviewing candidates, managing the selection 

process  
 Researches and recommends new partnerships, websites and other avenues to increase applicant flow and a 

talent pipeline 
 
Engagement and Recognition (10%) 
 Draft communications to employees to inform, energize, and enhance our culture 
 Coordinates initiatives including employee recognition programs, engagement survey,  communication tools, 

and other initiatives driving engagement and retention 
 Understands and helps share the desired culture  
 
Compliance Regulations (10%) 
 Ensures compliance with federal and state employment laws, wage and hour, immigration, workers 

compensation, OFCCP regulations, AAP, ADAAA, EEO, etc.  
 Maintains necessary logs and paperwork while ensuring compliance with all necessary legal and corporate 

requirements 
 Administers leaves of absences 
 Serves as the main contact for company’s personnel files and related compliance documentation 
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Human Resources Information Systems (HRIS) Reporting/Transactions (10%) 
 Produces, maintains and distributes accurate Human Resources information and workforce analytics 
 Acts as ADP HRB systems administrator   
 Processes requests by managers/employees, etc. regarding: personal information changes, benefits, policies, 

procedures, talent flow, employee relations, etc.  
 
Environmental, Health & Safety Leadership (5%) 
 Operates safely within NatureWorks policies, procedures and governmental regulations and fully participates 

in and champions NatureWorks Environmental, Health & Safety (EH&S) Programs 
 Ensures the EH&S Programs are being followed and provides a safe working environment to our employees 

and customers  
 Accountable for building a strong safety culture and actively pursues it on a daily basis; identifies unsafe 

behaviors and conditions and intervenes to mitigate incidents 

 
QUALIFICATIONS: 
Education and Experience Required: 

 Bachelor’s degree from four-year college or university in Human Resources, Business Administration or 
related field 

 5+ years human resources experience 
 3+ years benefits administration experience 
 2+ years talent acquisition experience  

 
Education and Experience Preferred: 
 Strong knowledge and aptitude using HRIS and other systems (ADP, HRB, SharePoint, Taleo Business 

Perform, Web based recording and editing programs)  
 Professional Human Resources (PHR) preferred 
 Industry and/or functional related experience which may include specialty chemicals, plastics, manufacturing, 

science, and/or R&D 
 
Other (knowledge, skills and abilities): 
 Strong customer focus and service orientation with the ability to interact effectively with employees and 

vendors at all levels   
 Demonstrates speed and flexibility as appropriate in responding and adapting to changes as our business 

evolves 
 Demonstrated ability to exercise discretion and diplomacy when working with confidential and sensitive 

matters 
 Proficient in building and communicating a brand through web-based and other media 

 
WORKING CONDITIONS/PHYSICAL REQUIREMENTS: 
 This position works in an office environment  
 Regular business hours 
 Requires use of office equipment such as computers, fax machines, telephones, and copiers 
 Required sitting and computer-related activities for extended periods of time 
 Ability to travel up to 20% 
 Ability to occasionally lift up to 10 pounds; will follow Company safety and ergonomic guidelines to avoid 

injury 
 
Job:  Administration 
Primary Location: US-MN-Minnetonka 
Schedule: Full-Time 
Job Type: Exempt 
Shift:  Days 
Posting Date: June 23, 2015 
  
To apply for this position, please complete application at: https://home.eease.adp.com/recruit/?id=13797101  

https://home.eease.adp.com/recruit/?id=13797101

