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	Job title
	Human Resource Assistant

	Reports to
	Human Resource Manager


JOB DESCRIPTION
Salary Grade: Non-exempt
Salary Range: $35,000 - $45,000

Summary/Objective 

The human resource assistant supports a broad range of HR functions such as recruitment, benefits administration, payroll, employee relations, policy implementation, new employee orientation and maintain personnel files.

Responsibilities:

1. Administers various human resource plans and procedures for all organization personnel; assists in the development and implementation of personnel policies and procedures; helps prepare and maintains the employee handbook and the policies and procedures manual.

2. Participates in developing department goals, objectives and systems.

3. Administers the compensation program; monitors the performance evaluation program and revises as necessary.

4. Performs benefits administration, including claims resolution, change reporting, approving invoices for payment and communicating benefits information to employees.

5. 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.

6. Coordinate and participates in administrative staff meetings and attends other meetings and seminars.

7. Maintains company organization charts and the employee directory.

8. Assists in evaluation of reports, decisions and results of department in relation to established goals. Recommends new approaches, policies and procedures to continually improve efficiency of the department and services performed.

9. Maintains human resource information system records and compiles reports from the database.

10. Maintains compliance with federal, state and local employment and benefits laws and regulations.

11. VISA applications/relationship with attorneys and employee

12. Manages guests and travel arrangements.

13. Updates and works with all supervisors on Quality Matrix.

14. Create, file and distribute payroll, keep track of PTO, vacation, sick time, labor turnover.
15. Manages relationship with staffing agency and controls capacity.

16. Manage employee attendance system.

17. Monitor and record employee turnover monthly.

18. Other duties as assigned.

Required Qualifications

High school diploma/GED, Associate’s degree preferred
Minimum of two (2) years of experience in human resources preferred
Basic knowledge of labor laws

Excellent organizational skills

Competencies
1. Communication.

2. Consultation.  

3. Ethical Practice.

4. Global & Cultural Awareness.

5. HR Expertise.

6. Relationship Management.

Supervisory Responsibility
This position has no direct supervisory responsibilities, but does serve as a coach and mentor for other positions in the department.

Work Environment
This job operates in a professional office environment. This role routinely uses standard office equipment.  

Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to talk or hear. Specific vision abilities required by this job include close vision and ability to adjust focus. This would require the ability to lift files, open filing cabinets and bend or stand on a stool as necessary.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Position Type/Expected Hours of Work
This is a full-time position. Days and hours of work are Monday through Friday, 8:00 a.m. to 5:00 p.m. Occasional evening and weekend work may be required as job duties demand.

Travel
Little to no travel is expected for this position.

Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.


Signatures

HR___________________​ ________________________________

Employee signature below constitutes employee's understanding of the requirements, essential functions and duties of the position.

Employee__________________________________ Date_____________
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