

JOB DESCRIPTION




	Job Title: HR Assistant
	Job Code:  JN1240

	Department: Human Resources
	Date Created:  August 2001

	Grade:  J16
	Revision Date: 

	Summary: 

Provides administrative support to HR Director, coordination of employee relations activities, and general front desk activities for the HR department.  Coordinates all external temporary agency activity for Jeppesen/Denver, with the exception of the distribution area.

	Principal Responsibilities:

· Provides administrative support to HR Director and staff (schedule appointments and track organizer, department expenses, key operator for department fax and printer, weekly Travel & Vacation report, organize general department activities, including meetings, maintain HR Director files and other office files, Christmas card list).

· Information flow (timely and accurate distribution of materials/mail within department). Processes employee reviews and status change forms. 

· Fills various temporary clerical positions and track temporary requisitions, including payment of all temporary agency invoices.

· Answers general employee questions, comments, and concerns.

· Assembles new hire packets; meet with new hires for first day orientation.
· Coordinates and publicize employee related activities (blood drive, book fairs, Bike-to-Work day, Flu Shots, Health Fair, Take Our Children to Work Day, Education Fair, Wellness activities, retirement receptions, 20 Year Club Dinner, Employee Appreciation Day, etc.) 

· Coordinates the thanksgiving gifts, orders flowers and sends baby t-shirts.
· Completes telephone employment verifications.

·  Interacts with other administrative personnel throughout company. 

· Coordinates monthly new employee orientation.  (Invite employees, arranges speakers)

· Employee communication including distribution of company-wide bulletins for all global locations and organizing the bulletin boards.

· Coordinates schedule for Center on Deafness interpreters.  

· Performs other duties as required.

	Reports to:  Director, Human Resources

	Supervisor Responsibilities: None

	Education/Experience Requirements:
· High School diploma.   Some college is desired.
· Minimum three (3) years experience providing administrative support, at least two (2) of which are in the Human Resources area.
· Human Resources related certificate is desired.

	Competencies: 


	Travel: Less than 15%

	Environment: Office

	Physical Requirements: Sitting/Standing, Seeing/Hearing, Repetitive Motion: No, Lifting: N/A


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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