HR Assistant – Sample B (2014)


JOB TITLE:
HUMAN RESOURCES REPRESENTATIVE                       
DEPARTMENT: 
Human Resources


FLSA STATUS:
Exempt/Salary
REPORT TO:
Human Resources Director
PRIMARY ACCOUNTABILITY: 
The Human Resources Representative’s primary job function is to assist the Human Resources Director in the daily operations of the Human Resources Department. Works under the supervision of the Human Resources Director.
PRIMARY DUTIES AND RESPONSIBILITES

1) Day to operations

a) Serves as a resource for leadership and staff including, but not limited to, best policies, practices, procedures, and employment law.

b) Assists with conflict resolution

c) Monitors human resources workflow

d) Assists employees with questions or issues

2) Maintains Human Resources Information System (HRIS)

a) Responsible for data entry, reporting, code creation, and initiating data program changes as necessary

b) Troubleshoots issues that arise

c) Communicates with finance to ensure database information is accurate

3) Responsible for benefits administration
a) Assists the Human Resources Director with benefit renewals

b) Assists employees with benefit enrollments, terminations, benefit changes and COBRA

c) Ensures timely submission of benefits documentation for eligible employees and inputs all data in to benefit vendors’ online databases and HRIS

d) Runs monthly benefits reports for management

e) Communicates problems, changes, or employee issues with agents and vendor representatives

f) Communicates benefit program and changes to staff

4) Assists in the recruitment and hiring process

a) Creates recruitment ads and communicates directly with recruiting vendors

b) Prescreens applicants, interviews, conducts reference checks and provides human resources support in hiring decisions, determines wage with appropriate staff, and offers position.

5) Responsible for new hire orientation process

a) Prepares and maintains all new hire and orientation materials

b) Conducts new hire intake

c) Schedules new hire orientations and conducts training during new hire orientations

d) Creates employee identification badges

6) Responsible for accurate preparation, completion, and tracking of employee forms

a) Prepares Employee Status Sheets and routes to appropriate staff for signatures

b) Prepares annual employee Performance Evaluations, sends to immediate supervisor, and tracks completion

c) Prepares Exit Interview forms and sends to departing employees

d) Prepares all termination documentation

e) Generates Report of Separation, sends to immediate supervisor to fill out, and tracks completion

7) Responsible for employee morale programs

a) Creates quarterly internal employee newsletter and submits to HR Director for approval

b) Manages employee recognition and staff appreciation events 

8) Maintains and confirms employee licensing (providers, nursing, pharmacy tech) and provides advance notice to employees needing license renewal
9) Manages, monitors, and administers Family Medical Leave program
10) Works closely with the HR Director to develop programs and systems

11) Works closely with the HR Director to communicate issues or staff concerns that may arise and provide resolution

12) Assists HR Director with special projects and required reporting

13) Provides additional clerical and administrative support as directed
14) Attendance

a) Ensures attendance and hours worked are accurately recorded in computerized timekeeping system
b) Properly manages paid vacation and sick leave

c) Responsible for regular, predictable attendance and to work hours as scheduled, which may include evenings or weekends

GENERAL DEVELOPMENT

1) Requires more advanced organizational skills in order to organize projects or the work of others
2) Job duties require the ability to work independently and as part of a team

3) Job responsibilities require individual development of priorities for effective performance of duties, including re-prioritization in response to changes in circumstances

4) Work requires consideration of the way the work affects other employees outside the department or functional area

5) Employees are expected to determine an effective response to situations encountered within established precedent

6) Duties require the compilation of information

7) This position exercises leadership over others, but does not have actual supervisory authority

PROFESSIONAL &TECHNICAL KNOWLEDGE

Possesses general work-related skills at a higher level than completion of high school, including written and verbal communication skills, computational and computer skills and mathematical knowledge frequently acquired through a bachelor’s degree (preferred) or associate’s degree (required) type program or a minimum of a high school diploma and equivalent experience. Must also have a minimum of five years Human Resources Generalist or experience
TECHNICAL SKILLS

1) Ability to prepare basic correspondence and simple reports in Microsoft Word

2) Ability to use Microsoft Excel to prepare spreadsheets

3) Ability to create basic presentations in Microsoft PowerPoint

4) Fully functional in use of Microsoft Outlook

5) Ability to access web based applications and programs of others
WORK ENVIRONMENT

Work is performed in an office environment within the clinic


