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HUMAN RESOURCES ASSISTANT
DEFINITION:
Under general direction, plan and carry out a variety of technical and confidential duties related to the day-to-day functioning of the department; including recruitment, employment orientation, payroll and compensation; prepares and maintains records for academic and classified employees; communicate with a variety of individuals to answer questions, receive complaints and to provide and exchange information related to policies, procedures, rules and regulations

CLASSIFICATION:

· FLSA Hourly

· Classified – Confidential 

· Date Modified: May 2016
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Maintain District personnel files, records and other documentation for academic, classified, part-time and student employees and volunteers; 

· Prepares position announcements for current and anticipated job openings, newspaper advertisements, salary schedules, handbooks, forms, employee rosters and other documents in support of the human resources function;
· Preparation of employment examinations and interview questions; notify candidates of examination/interview schedules; notify candidates of test results and selection/non-selection decision;

· Collects, verifies, maintains and/or inputs data and records in the human resources information system;

· Provides upon request verification of employment and wages to appropriate agencies.

· Process, verify, and maintain personnel related documentation, including staffing, recruitment, training, grievances, performance evaluations, classifications, and employee leaves of absence and performs other miscellaneous sub-professional processing tasks related to the human resources function; 

· Organize materials and maintains filing system for stored and active materials such as district personnel files, applications, interview files and other related materials.

· Generates data and prepares a variety of periodic and special reports such as attendance tracking, compensatory time, and sick leave for all classified, administrative, and faculty. substitute and short-term employees usage; 

· Serve as backup to payroll processing;
· Maintains E-Verify;
· Develops and maintains databases/spreadsheets used for tracking human resource functions and reporting;

· Reviews records to verify completion of required forms and paperwork for all new hires, associate faculty, and temporary and student employees;

· Serves as in person and telephone receptionist; screens and routes calls/callers and identifies urgency and priority of the matter; obtains and/or provides information and forms within policy and procedure guidelines; makes appointments and schedules meetings;
· Receives, opens, date stamps, routes and/or responds to incoming mail;

· Processes   and provides instruction for filing of Student Accident Insurance.
· Maintain positive working relationships with all those contacted in the course of duties.
· Duplicates and/or distributes a variety of materials; maintains forms supplies;

· Develops a variety of correspondence, data and narrative reports, handbooks, forms, and other materials from rough draft or clear copy; independently composes routine correspondence;
· Reconciles and pays insurance and other billing; 
· Produces department requisitions and supply orders;

· May supervise student workers.

· Other duties as assigned.

Knowledge of:

· Office methods, procedures and equipment, including filing and the operation of standard office equipment.

· Basic computer operations and the use of word processing, Excel and other software.

· Basic business arithmetic.

· English composition, grammar, spelling and punctuation.

· Formats and standards for typed and word processed materials.

Skill in:

· Operating standard office equipment including computers.

· Typing accurately at a rate sufficient to ensure successful job performance.

· Establishing and maintaining complex filing systems.

· Preparing and maintaining a variety of reports, records and data.

· Establishing and maintaining effective working relationships with those contacted in the course of the work.

· Understanding and carrying out oral and written instructions.

· Reading and interpreting rules, policies, and procedures.

· Independently composing routine correspondence.

· Using initiative and sound independent judgement within established guidelines.

· Prioritizing work, handling multiple concurrent activities, and maintaining attention to detail despite frequent interruptions.

MINIMUM QUALIFICATIONS:
· Completion of high school 

· Typing at 40 wpm

DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Two years of responsible general clerical experience 
· AA degree in business or related field 

· Personnel or human resources experience 
· Community college experience 
· Customer service experience
· Relational Database experience, such as Banner

· Demonstrated sensitivity to and understanding of the diverse academic and socio-economic, cultural, disability and ethnic backgrounds of community college students and staff

PHYSICAL CHARACTERISTICS: The physical abilities with or without reasonable accommodations involved in the performance of essential duties are:
· Vision sufficient to read computer screens, and handwritten and printed documents.

· Manual dexterity to operate computer keyboards, and manipulate papers.

· Speech and hearing to obtain and relay information.

· Bending and reaching to obtain or replace files and records.

This work is performed primarily in an office setting.

