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Human Resources and Administrative Assistant      

  

(Non-exempt) 

Pay Grade: 3 

Reports to: Director 

 
Summary 

Under general supervision, the human resources and administrative assistant performs a variety of responsible 

and complex technical and administrative human resource, finance and office administrative support duties.  The 

human resources and administrative assistant provides support to the Director with the administration of the day-

to-day operations of human resources, finance and office administrative duties.  

Responsibilities 

Human Resources 

 Create, update and maintain master payroll and employment files for all employees and retirees in 
designated computer system and/or manual filing system to ensure all information is current, accurate, 
and in compliance with departmental guidelines and governmental regulations 

 Compile orientation and/or benefit packets, coordinate new hire orientation, process personnel change 
requests, and complete other tasks in support of the human resources function 

 Manage new hire and annual open enrollment of group benefit plans, process changes of status in 
coverage elections in accordance with plan guidelines and assist employees with benefit questions and/or 
provide an explanation of benefits 

 Develop, maintain and update various payroll-related reports such as retirement program reports, 
government labor reports, worker's compensation reports or insurance premium reports 

 Process biweekly payroll, sort and distribute paychecks, mailing checks to employees if needed 

 Coordinate with vendors and Accounting department to ensure required reports and forms are submitted 
such as end of year tax forms 

 Work with employees and vendors to resolve any issues related to disbursements 
 Assist with enrollment and termination paperwork 

 Report, track, prepare and maintain a variety of files and records, including auto claims, workmen’s 
compensation, and employee leaves of absences, ensuring receipt of all necessary documentation and 
compliance with federal, state, and local laws 

 Respond to routine questions, resolve policy or procedure-related problems and refer more complex 
questions and requests to the Director 

 Respond to any requested and authorized verifications of employment from outside entities 

 Coordinate recruitment efforts such as job postings, candidate tracking, interview coordination, and pre-
employment checks  

 Post information on bulletin boards and send copies to other facilities for posting and mailing to offsite 
employees 



 May help coordinate programs, projects and personnel within specified timelines; participate in and help 
facilitate meetings and programs as appropriate 

 May participate in training and development activities and present information to employee groups 

 Maintain company organization charts, employee directory, employee intranet 

 
Administrative 

 

 Assist with annual budget planning and review 
 Schedule and coordinate meetings, conference participation and presentation development using Doodle 

and other tools 

 Provide support for all governance meetings in accordance with OMA 

 Working with local venues and outside vendors, arrange for luncheons and other meeting or conference 
needs 

 Assist with event planning for annual conference  

 Compose, transcribe, edit, and proof letters, memos, meeting agendas and minutes, and other 
documents using word processing, spreadsheet, database and/or other presentation software such as 
Microsoft Office or other programs 

 Answer and screen incoming telephone calls, take and relay messages accordingly; answer questions and 
requests by library members and staff on behalf of immediate supervisor and others as needed 

 Provide calendar management support to immediate supervisor 

 Reviews emails, prioritizes, and responds on behalf of immediate supervisor when necessary 

 Create, organize and maintain hard copy and computerized file systems  

 Take charge to perform administrative duties effectively and efficiently: filing, photocopying, emailing, 
scanning, faxing, and mailing  

 Conduct research, compile data and prepare reports as needed 

 Maintain reserves of forms, pamphlets, literature and office supplies 

 Assist with social media communications and online newsletter creation 

 Support immediate supervisor and others in assigned project-based work 

 Assist with creating and updating procedural documentation and maintaining manuals 

 Manage and maintain contract documents and agreements 

 Other duties as assigned 

 

Knowledge and Experience 

 Bachelor’s degree with a focus in human resources, finance, or related field or equivalent combination of 
education and experience required 

 3-5 years of human resources experience preferred 

 Minimum 1 year experience using a computerized payroll system preferred 

 Knowledge of payroll principles, practices and methods 

 Knowledge of employment laws 

 Advanced knowledge of Microsoft Office Suite including Word, Excel, and PowerPoint   
 

Skills and Abilities 

 Ability to maintain confidential information exposed to in the course of business  

 Ability to multi-task while ensuring meticulous accuracy 

 Excellent interpersonal and verbal/written communication skills 



 Ability to organize and prioritize work assignments and coordinate a variety of tasks, with good attention 
to detail and ability to deal with conflicting priorities and deadlines   

 Ability to remain calm under pressure 
 

Working Conditions and Physical Requirements: 

 Normal office working environment 

 Ability to communicate in person via phone, video conference, in writing, and e-mail 

 Ability to operate a computer and mouse 

 Requires stooping, bending , kneeling, reaching, sitting, pushing and/or pulling and ability to carry light to 
moderate weight 


