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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.

[image: image1.jpg]



	[image: image1.jpg]
	Sample Job Description Continued



HR Assistant

Sample 1

	Job Title:
	Human Resources Assistant
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Provide administrative and technical assistance for the Human Resources Department in accordance with company policies and procedures.
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. Organize, maintain, process and update accurately all employee records and files weekly.

2. Act as technical resource for employees and administrative employees to address and resolve inquiries and problems relating to the human resources function.

3. Coordinate and administer COBRA insurance, ensuring timely and accurate processing of information according to procedures.

4. Compile accident/incident reports from all facilities; generate report summarizing whenever possible

5. Compose and prepare letters, memos, correspondence, etc., using word processing software.

6. Open, sort, screen and distribute departmental mail.

7. Maintain and update safety manual and employee handbook.

8. Prepare mass mailings and electronic.

Marginal Job Functions
· Back-up payroll processor

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 two years of college and two to three years related experience; or four years of high school and five to seven years of progressively responsible related experience; or seven to nine years of progressively responsible related experience; or a combination of education and experience. Requires the ability to operate a variety of standard business machines. Requires the ability to maintain a high degree of confidentiality.

Language Skills

Ability to read and interpret documents such as safety rules, employee policies and procedures, handbooks, and benefit information. Ability to write routine reports and correspondence. Ability to communicate effectively with employees at all levels of the organization.

Mathematical Skills

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions and decimals.  Ability to compute rate, ratio and percent.
Computer Skills
To perform this job successfully, an individual should have knowledge of Word Processing software; Spreadsheet software; and Database software.
Reasoning Ability

Ability to apply commonsense understanding to carry out instruction 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.

Requires the use of hearing protection and hair restraints when in the plant. While performing the duties of this job, the employee is regularly required to sit and use hands to finger, handle, or touch objects, tools, or controls. The employee frequently is required to talk or hear. The employee is occasionally required to stand; walk; reach above shoulders; climb or balance; and stoop, kneel, or crouch. The employee must occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision and the 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.

The position is an office-based position.

	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:
	Human Resources Assistant
	FLSA Status:
	

	Department:
	Human Resources
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Provides a variety of clerical and technical support services for the Human Resources Department.  This position is the first point of contact for all HR inquiries. Key responsibilities include providing support for HR front desk operations, supporting the pre-employment, staffing and on-boarding processes, and troubleshooting problems to meet colleagues’ needs. 
Essential Duties and Responsibilities

9. Assists with implementation of human resources procedures and processes.  May answer and direct calls, greet colleagues visiting the HR Department and responds to colleague inquiries and requests for information.

10. Enters and processes new hire, change and termination information into computer databases.   Reviews resumes and forwards to appropriate managers.  Responds to applicants and enters information in applicant tracking for EEO reporting.  Updates and maintains colleague forms, department-Drive, handbook and HR forms.

11. Maintains the integrity, accuracy, and confidentiality of colleague files, both paper and electronic.  Requests missing information from departments as necessary.  Assists in updating and maintaining the colleague handbook and HR forms.
12. Communicates benefits to both current and existing colleagues; may manage open enrollment process.  May track flexible spending program, dependent children eligibility and other benefit programs.  May manage smoking cessation program and wellness program – tracks participation and success of these programs.
13. Enters information for background checks (this may include drug testing and motor vehicle records requests), analyzes results and informs supervisor of problems.  May process employment verification requests.
14. Assists with surveys and gathering statistical data for the Affirmative Action Plan and assists with the implementation of the Affirmative Action Plan, EEO and Veterans Compliance reports.
15. Works independently on special HR projects as assigned (e.g. colleague engagement, social media, etc.)  Conducts colleague surveys.  Maintains Company XYZ Facebook page and provides information for HR section of Company XYZ website.  Assists with a variety of colleague communications which may include corporate Facebook page and internal company newsletters.
16. Advises colleagues on Family Medical Leave Act (FMLA), unemployment claims, Workers’ Compensation and Short-Term Disability leaves and issues paperwork as appropriate.  Manages Workers’ Compensation cases.
17. Reads all supervisor and colleague performance reviews.
18. Develops training presentations (Company XYZ benefits, workplace violence, interviewing, and documentation).
19. Performs other duties and responsibilities as requested or required.
Job Skills Requirements

· Strong computer skills required (good knowledge of Outlook, MS Word, Excel and PowerPoint)

· Must have high level of discretion and ability to handle sensitive and confidential information appropriately

· Attention to detail
· High level of organization and time management skills

· Excellent interpersonal skills

· Ability to work independently, multi-task, and prioritize

Education Requirements
· Associate’s degree or equivalent experience

· Bachelor’s degree desirable

Experience Requirements
· Minimum of two years of relevant experience; previous experience in human resources preferred

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 colleague is frequently required to sit, stand, walk, talk or hear; uses hands to finger, handle, or touch objects or controls.  On occasion, the colleague may be required to stoop, bend or reach above the shoulders.  The colleague may occasionally lift, push, or pull 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.

The position is an office-based position.

	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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