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POSITION TITLE: Human Resources Assistant 
DEPARTMENT: Human Resources 
STATUS: Non-Exempt 
 
POSITION SUMMARY:   
 
Provides clerical and administrative support to the Human Resources department. 
 
ESSENTIAL FUNCTIONS: 

 
1. Type correspondence and prepare reports and other HR related documentation. 
2. Support the maintenance and upkeep of personnel files and records. 
3. Handle sensitive information that may be purposed for internal, external, public, or 

confidential measures. 
4. Support reconciliation of weekly payroll against daily attendance records. 
5. Reconcile accrual reports against individual employee records. 
6. Maintain employee records and processes employee requests. 
7. Handle the dissemination of job postings, receive and log job applications, and coordinate 

interview scheduling. 
8. Coordinate onboarding and orientation for new hires and transfers and process related 

documentation. 
9. Requisition department office supplies and forms to maintain adequate inventory. 
10. Obtain service for office equipment when needed. 
11. Deliver outstanding customer service to agency staff, visitors, and callers, ensuring a positive 

and professional experience to all. 
12. Maintain confidentiality and integrity in line with the WHA’s mission and core values. 
13. Assist with departmental special projects and tasks, as assigned. 
 
OTHER RESPONSIBILITIES:   
 
1. Performs similar job-related duties as needed. 
 
EDUCATION, EXPERIENCE, AND SKILLS REQUIRED: 

          
1. A completed 4-year bachelor’s degree in HR, Business Management, or Psychology is 

preferred; a 2-year associate’s degree plus relevant internship or office work experience will 
be considered. 

2. Some HR experience is strongly preferred, but not required. 
3. Must be coachable, inquisitive, adaptable, driven, and eager to learn.  
4. Must have strong computer skills, familiarity with Microsoft Office, and demonstrate 

proficiency with telephone and email etiquette. 
5. Able to maintain confidential information and provide for the security of sensitive 

documentation. 
6. Should have strong customer service and interpersonal skills, the ability to communicate 

effectively both verbally and in writing and feel comfortable working in a busy office 
environment. 

7. Ability to speak Spanish is preferred, but not required.  
8. Ability to work well independently and to self-prioritize work based around deadlines. 
9. Must be reliable and available for work during normal office hours, 8AM-4:30pm Monday-

Friday. 
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Recep�onist 
 1. Minimum of a high school diploma or equivalent.  
2. Minimum of two years of professional office experience in a similar role.  
3. Ability to work effec�vely with a diverse team.  
4. Excep�onal customer service skills; ability to respond professionally to both clients and staff.  
5. Ability to mul�-task, manage priori�es, and work effec�vely in a busy office environment.  
6. Excellent aten�on to detail; resourceful and versa�le in responding to changing demands.  
7. Ability to maintain the highest level of confiden�ality at all �mes.  
8. Ability to read, write, speak and understand both English and Spanish well.  
9. Ability to use/learn office equipment, such as computers and various so�ware applica�ons, 
copiers, calculators, fax machines, and mul�-extension telephone.  
10. Proficient in using Microso� Office programs, par�cularly Word, Excel, and Outlook.  
11. Ability to be relied upon to be available for work daily and punctually. 
 


