COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:

HUMAN RESOURCES ASSISTANT
PAY GRADE:

C-6
OVERTIME STATUS:
NON-EXEMPT

MAJOR RESPONSIBILITY:
The Human Resources Assistant provides administrative support and assists the HR team in serving CF employees and building relationships with the community.  This is advance clerical work in the effective and consistent application of the department’s policies and practices.   May act in an advisory capacity to the professional, administrative, support staff or faculty on complex technical or procedural matters, referring issues related to policy administration. Assist with entering data into mainframe for all payrolls (i.e. new hires, terminations, and salary changes, etc). Responsible for the entire process of posting and advertising vacant positions up to and including the required reporting. Responds to inquires on job vacancies, credentialing, faculty transcripts, and other related matters.    
PREREQUISITES FOR POSITION (Qualification Standards):
1. Education or training: Graduation from high school or GED required.  Associate degree preferred.

2. Years of experience in field: Three years of advanced clerical work in Human Resources required.

3. Special skills or abilities related to position: Knowledge and understanding of the College organization, goals and objectives, and policies and procedures. Ability to deal effectively with outside agencies, college administrators, employees, and the public. Excellent organizational and communication skills (both oral and written).Evidence of computer skills including word processing, spreadsheet, database, and data input, and retrieval.  Knowledge of the principles and practices of Human Resource Administration.  Ability to handle confidential/sensitive information efficiently.  Ability to maintain complex records, checks for accuracy and follow up.  Knowledge of business principles and office management and record keeping and ability to apply this knowledge to work problems and situations.  Ability to develop and maintain minor decisions in accordance with State Board of Community College Rule, College Policies and Procedures and to apply these to problems and situations.  Strong interpersonal skills and the ability to effectively communicate with a wide range of individuals and constituencies in a diverse community.  Ability to define problems, collect data, establish facts and draw valid conclusions.  Ability to work in a multi-ethic and multi-cultural environment. Ability to work with minimal supervision. 
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ESSENTIAL JOB FUNCTIONS:

1. Provide administrative support to Director of Human Resources and the Human Resource Specialist.

2. Functions as a generalist within assigned area of responsibility.

3. Handles all internal and external inquires and concerns regarding College policies and procedures, including highly sensitive and confidential information.

4. Perform the following phases of the recruitment process:

· Answer all questions pertaining to recruitment.

· Process the Add/Fill and request for advertising.

· Post all vacancies and ads for publication.

· Monitor position for closing date.

· Complete required reporting and notify committee chairperson that position has closed.
· Review employment applications for eligibility determination.

·     Prepare, coordinate and distribute vacancy announcements. 

5. Update data as changes occur.  Work with Payroll Officer in certifying accuracy of data.
6. Processes all Personnel Action Forms (includes new employees, additional jobs, change of position, chance of salary rate, terminations, etc.) as assigned.
7. Process employee address and name changes.

8. Monitors the Human Resources budget.

9. Processes all subpoenas received in the Human Resources Office.
10. Creates new employee personnel files and modifies employee files as needed.


11. Retrieves and monitors return of personnel file folders.

12. Purges terminated personnel files.
13. Act as back up for other HR staff members as needed.
14. Assists employees/departments with completing required employment documents.
15. Produces and mails memoranda notifying employees/departments of missing documents.
16. Maintains computer software documentation control log.
17. Provides high quality customer service to the College’s faculty and staff.
18. Answers phone inquires with courtesy and poise.
19. Maintains the HR calendar and arranges meetings and business trips for Human Resources staff.
20. Trains part-time staff in the processing of Personnel Action Forms and in the use of Jenzabar, as needed.
21. Travel to campuses/centers as needed.
(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)
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ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Ability to access file cabinets for filing and retrieval of data.

· Ability to access input and retrieves information from a computer.

ESSENTIAL PHYSICAL SKILLS: (continued)
· Works inside in an office environment.

ENVIRONMENTAL CONDITIONS:

· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
PRIMARY LOCATION OF JOB:  
Building I (Founders Hall), Ocala Campus

SUPERVISOR OF POSITION:  

Director of Human Resources 
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