Human Resources Assistant
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Job Summary:

Compile and keep personnel records. Record data for each employee, such as address, weekly earnings, absences, amount of sales or production, supervisory reports on ability, and date of and reason for termination. Compile and type reports from employment records. File employment records. Search employee files and furnish information to authorized persons.

JOB TYPE:
Position could be appropriate for a part-time role, paid internship or full-time opportunity.
POSSIBLE FUNCTIONS:

1.
Explain company personnel policies, benefits, and procedures to employees or job applicants. 

2.
Process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment, training, grievances, performance evaluations, and classifications. 

3.
Record data for each employee, including such information as addresses, weekly earnings, absences, amount of sales or production, supervisory reports on performance, and dates of and reasons for terminations. 

4.
Process and review employment applications to evaluate qualifications or eligibility of applicants. 

5.
Answer questions regarding examinations, eligibility, salaries, benefits, and other pertinent information. 

6.
Examine employee files to answer inquiries and provide information for personnel actions. 

7.
Gather personnel records from other departments or employees. 

8.
Search employee files to obtain information for authorized persons and organizations, such as credit bureaus and finance companies. 

9.
Interview job applicants to obtain and verify information used to screen and evaluate them. 

10.
Request information from law enforcement officials, previous employers, and other references to determine applicants’ employment acceptability.
SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:
1.
Education: Bachelor’s degree or associate’s degree in related field
2.
Experience:  Operating computers, filing, and maintaining filing systems. Experience in organizing, and human resources practices preferred. 

3.
Skills: Ability to exercise poise, tactfulness, diplomacy, and good interpersonal skills in order to handle sensitive and confidential situations.
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