Job Description

HUMAN RESOURCES CLERK

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 


Provides clerical support to the Human Resources staff in any way needed to ensure that 
all necessary functions are completed in a timely and organized manner. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Conducts screening of new applicants to ensure they are qualified for the position they are applying for.

· Responsible for maintaining all Human Resource Department files.  Handles general upkeep of all new, existing, and terminated employee files.    

· Maintains, purges and organizes application files - to keep an up to date applicant pool so that administrators have a quick, easy access to new hire files.

· Creates New Hire Files, putting together a personnel file with all pertinent information and documentation.

· Assists all management and Employees with any Human Resource problems. 

· Performs Exit Interviews with Employees leaving the company, to ensure that all checkout procedures are complete and final paychecks are distributed.    

· Updates Employees’ files to document personnel actions and to provide information for payroll and other uses. 

· Examines Employees’ files to answer inquires and provides information to authorized persons.

· Responsible for recording and completion of I-9 information for all employees.

· Maintains records of 90 day evaluations.  Provides departments with listings of Employees due for evaluations. 

· Responsible for maintaining a consistent, regular attendance record.

QUALIFICATION REQUIREMENTS: 

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:

High School diploma or G.E.D.; or one to three months related experience and/or training; or equivalent combination of education and experience.
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LANGUAGE SKILLS:

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or Employees of 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 and to draw and interpret bar graphs.


REASONING ABILITY:

Ability to apply commonsense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few 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.

While performing the duties of this job, the Employees is regularly required to sit and talk or hear.  The Employee frequently is required to walk and use hands to finger, handle, or feel objects, tools, or controls. The Employee is occasionally required to stand and reach with hands and arms.  

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, 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 noise level in the work environment is usually moderate.
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