
 

 

 

 

 

 

 

 

 

Human Resources Technician / Administrative Assistant 

 

Department: Human Resources / Administration 

Reports To: Director of Human Resources 

FLSA Status: Non-Exempt 

Employment Status: Part-Time 

 

Position Summary 

The Human Resources Technician / Administrative Assistant provides day-to-day support to the 

Human Resources department while also assisting with general administrative and office 

functions. Generally, approximately 70% of this position's responsibilities will be focused on 

Human Resources, with the remaining 30% supporting administrative and operational needs of 

the organization. 

 

This position is responsible for assisting the Director of Human Resources and providing general 

administrative support to the business office. 

 

Essential Human Resources Duties – Approximately 70% 

  Support the Director of Human Resources with the day-to-day administration and coordination 

of HR functions.  

  Assist with new-hire onboarding, including employment paperwork, required documentation, 

orientation, and HRIS setup.  

  Assist with processing employee separations, including required documentation, company 

property collection, HRIS updates, and personnel file completion.  

  Maintain accurate and confidential employee records in the HRIS and electronic personnel 

files; scan, upload, index, and organize required documentation.  

  Assist with payroll administration by reviewing time records, employee data, PTO balances, 

and other payroll information for accuracy.  

  Support benefits administration, including new-hire enrollment, qualifying life events, 

employee inquiries, and benefit record maintenance.  

  Maintain accurate records of attendance, PTO, leave, and other employee-related information.  

  Support recruitment activities, including job postings, interview scheduling, applicant 

communication, and applicant tracking.  

  Prepare routine HR correspondence, forms, reports, spreadsheets, employment verifications, 

unemployment responses, and employee communications.  

  Maintain required HR postings, forms, records,.  

  Respond to routine employee questions and appropriately escalate sensitive or complex 

matters to the Director of Human Resources.  



  Support the Director of Human Resources with employee relations documentation, HR audits, 

policy updates, and other HR projects; escalate sensitive, complex, or decision-making matters to 

the Director of Human Resources. 

  Maintain organized records of HR activities, documentation, deadlines, and required follow-

up.  

  Protect the confidentiality of employee and organizational information and exercise sound 

judgment when handling sensitive HR matters. 

 

Administrative / Office Support – Approximately 30% 

  Provide administrative support to the business office and leadership team.  

  Answer phones, greet visitors, receive and distribute mail, and respond to general inquiries.  

  Coordinate meetings, calendars, office activities, and meeting materials.  

  Prepare correspondence, reports, spreadsheets, presentations, and other business documents.  

  Maintain office supplies, inventory, files, and administrative records.  

  Process invoices, purchase orders, receipts, and related documentation.  

  Coordinate office projects, events, and special assignments.  

  Provide administrative support to other departments as needed.  

  Perform other related duties and special projects as assigned. 

 

Qualifications 

Required: 

 High school diploma or equivalent and 1–3 years of experience in HR, administration, 

payroll, benefits, or a related field.  

 Strong organizational, time-management, communication, and attention-to-detail skills.  

 Proficiency with Microsoft Office Suite, particularly Word and Excel.  

 Ability to maintain confidentiality, handle sensitive information, work independently, and 

collaborate effectively with others.  

 Professional, responsive, and service-oriented approach when working with employees, 

applicants, leadership, and the public.  

Preferred: 

 Associate degree, HR-related education, or equivalent experience.  

 Experience with HRIS, payroll, timekeeping, electronic document management, or digital 

personnel files.  

 Experience with onboarding, benefits administration, payroll support, employee records, 

or related HR functions.  

 Experience working in a nonprofit or mission-driven organization. 

 

Core Competencies 

 Confidentiality and Integrity: Handles sensitive employee and organizational information 

appropriately. 

 Organization: Maintains accurate records and manages multiple priorities and deadlines. 

 Attention to Detail: Identifies errors and ensures HR and administrative information is 

accurate. 



 Communication: Communicates clearly and professionally with employees, applicants, 

leadership, and outside contacts. 

 Customer Service: Provides responsive and professional assistance to employees and 

internal departments. 

 Accountability: Follows through on assignments and takes ownership of responsibilities. 

 Teamwork: Works cooperatively with HR, administration, leadership, and other 

departments. 

 Adaptability: Responds effectively to changing priorities and the needs of a busy 

organization. 

Essential Physical / Work Requirements 

This position requires the ability to sit and use a computer for extended periods; stand and walk 

as needed throughout the workday; bend, reach, and occasionally lift, carry, or move office 

supplies, files, and materials weighing up to 25 pounds. The employee must be able to perform 

these essential functions with or without reasonable accommodation. Regular and reliable 

attendance is an essential job function. 


