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JOB DESCRIPTION

Position Title:
Human Resource Assistant
Department:    Administrative

Reports to:      Lead Administrative & Financial Coordinator
FLSA:

Non-Exempt

POSITION SUMMARY 
The ideal candidate will be experienced in performing a variety of human resource and executive support duties and be able to work independently with little or no supervision.   Assists in maintaining the human resource database and all employee records and files.  Handles payroll processing and tracks and reports payroll information.  Completes assigned reporting functions involving attendance statistics, termination, hire data, and other information assigned.  Provides recommendations regarding the development and administration of human resource policies and programs.  Assists in informing new employees of human resource policies and programs as needed.  Performs executive office support functions and assists area personnel as necessary. 
Incumbent in this position may perform all, or a combination of the duties described depending upon their assigned work area and specific needs of the company.
ESSENTIAL DUTIES AND RESPONSIBILITIES
· Responsible for effectively recording, maintaining, and reporting human resource information.
· Ensures that system records are accurately recorded and cross-checked

· Enters new hire information in the human resource database

· Ensures that human resource files and records are maintained in accordance with legal requirements and Company policies and procedures

· Completes monthly and year end reports/census regarding active, terminations and new hires

· Processes employment verifications, background checks and pre-employment drug and alcohol screening, interviews, new hire orientation and job postings, receives and tracks employment applications, and assists in training new admin employees
· Completes miscellaneous research, reports, and memos as requested
· Responsible for the accurate and timely process of payroll functions

· Computes and records payroll data as scheduled
· Maintains payroll records in compliance with state and federal regulations

· Tracks and resolves payroll errors.  Completes payroll adjustments and corrections as necessary. 
· Responsible for establishing and maintaining effective communication, coordination and working relations with Company personnel and with management.  
· Supports Administrative and Executive department personnel as needed

· Schedules meetings, takes meeting minutes, types memos and letters as requested

· Stays well informed regarding human resource developments
· High level of professionalism and confidentiality is crucial to this role
· Performs miscellaneous clerical functions and special projects as assigned.

REQUIREMENTS/SPECIFICATIONS

	Highest Level of Education
	High School Diploma or equivalent.  Additional related training preferred

	Experience
	Minimum one year of related experience.

	Knowledge
	Basic understanding of human resource functions. Strong knowledge of MS Office, including Word, Excel, PowerPoint.  Strong verbal and written communications.
Self-starting attitude accompanied by organized and detail-oriented personality.


IMPACT ON CUSTOMERS/BUSINESS RELATIONS:
Inappropriate decisions and errors may be serious and pose some risk to patients, visitors, and/or Doctors Pathology Services personnel.  Work is not checked on a task-by-task basis, but rather during supervisory and/or clinical reviews of overall operations completed during a block of time.  Corrections may require significant effort, time and expense.  Effect is usually confined within Doctors Pathology Services.  
WORKING CONDITION:

Working conditions involve occasional exposure to dust, fumes, noise, heat or similar elements. Injuries, should they occur, would be minor (e.g. minor cuts, burns and abrasion.)

PHYSICAL DEMANDS:   

Duties are classified as sedentary work, which includes duties requiring exerting up to ten pounds of force occasionally and/or small amounts of force frequently. Sedentary work typically involves sitting most of the time, but may involve walking or standing for brief periods.

The duties reflected in this description do not preclude the assignment of other duties and responsibilities.  They provide a general summary of the work required, and should not be treated as a total and complete list of expected duties to be performed by employees in the classification.
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