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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Administrative Assistant – Human Resources

Sample 1

	Job Title:
	Administrative Assistant – Human Resources
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	Human Resources/Employment Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Under the direction of and reporting to the Human Resource and Employment Manager, the Human Resource Administrative Assistant performs all administrative and clerical functions related to Human Resource, Employment, Industrial Relations, Compensation and Benefits.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Word process all department correspondence, projects, labor contracts, and reports.

2. May compose routine memos and letters as directed.

3. Complete and word process department form letters.

4. Take and transcribe machine or verbal dictations of minutes, meeting notes, correspondence, memos, labor negotiations, etc. as directed.

5. Attend department meetings including labor negotiations and record minutes.

6. Maintain confidential department files to include employment, labor, worker's compensation, unemployment compensation, compensation and benefits files.

7. Enter employee status changes into the computer system and ensures that employee records are maintained in a current status.

8. Place employee recruiting ads in designated newspapers as instructed.

9. Accept resumes and employment applications.

10. May give clerical tests to applicants as directed.

11. Monitor time cards and calculated overtime for the non-exempt and hourly employees.

12. Monitor and maintain the vacation schedules for the company.

13. Maintain tuition reimbursement files and ensure timely processing of reimbursements for successful completion of coursework.

14. Administer first aid when required and maintain company industrial accident reports.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

Requires education generally equivalent to a high school diploma with coursework in word processing, computer applications, shorthand or speed writing, business and office procedures and two years previous experience in a Human Resource or employment environment to become familiar with Human Resource procedures.

Language Skills

Ability to read and understand documents such as compensation and benefits documentation, time cards, and policy manuals. Ability to write routine reports and correspondence. Ability to speak effectively to other employees of the organization.

Mathematical Skills

Ability to calculate figures and amounts such as overtime, time report calculations, and percentages.

Reasoning Ability

Ability to apply commonsense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

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. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit. The employee frequently is required to use hands to finger, handle, or touch objects, tools, or controls and talk or hear. The employee is occasionally required to stand, walk, and reach above shoulders. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


Sample 2

	Job Title:
	Administrative Assistant - Human Resources
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	Director, Human Resources

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Assist with the administration of the day-to-day operations of the human resources functions including recruitment, staffing, employment, employee orientation, salary administration, performance management and payroll.  Provides administrative support to the Director, Human Resources, often of a highly confidential nature.  Prepares a variety of reports for informational and regulatory purposes.  Counsels employees and maintains records and requests for routine family and medical leave.

Essential Duties and Responsibilities 
15. Processes payroll transactions for promotions, transfers, new hires, wage adjustments, garnishments, terminations, and benefit deductions. 

16. Assists with the preparation of the performance review forms, processing salary changes, and tracking/recordkeeping for Home Office employees.

17. Audits and verify accuracy of employee change requests.

18. Assists with recruiting, application, and new employee processes including conducting interviews, background checks and onboarding.  

19. Administers employee selection assessments and coordinates interview schedules.

20. Communicates new hire information to appropriate departments and follows-up with newly hired employee on start dates and employee orientation information.

21. Meets with employees regarding routine family and medical leave requests and maintains required documentation.  Refers questionable requests to Employee Services Manager.  

22. Assists in coordinating employee recognition programs.  Identifies, prepares and distributes service awards for Home Office and Field employees.  

23. Prepares a variety of reports, PowerPoint presentations, and spreadsheets for periodic reports including reports to the Board of Directors. 

24. Responds to employees’ questions regarding the Society’s health and welfare benefit programs, pension and retirement plans.  Conducts appropriate research when necessary to resolve issues.   

25. Assists in the administration of employee paid and unpaid time off policies.

26. Provides advisory support to the Field Development Department on employment procedures, policies and recordkeeping for field office support staff.

27. Run standard reports and perform ad hoc reporting to support department programs.

28. Maintains confidentiality of all payroll, medical, benefit and personnel-related information, policies, and related matters.  

29. Performs other duties as requested.

Knowledge and Skill
Associate’s degree in Business Administration or related field.  Minimum of 3 years of related work experience.

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. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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