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Oregon Child Development Coalition 

 

JOB DESCRIPTION 
 

Position Title: Human Resources Assistant  

Wage/Hour/Status: 11 Non-Exempt  

Reports to: Human Resources Manager 

 

Employee’s signature of acknowledgment and understanding of this document:  

 

___________________________________________________    ___________________ 

Name Date  

 

POSITION SUMMARY   

 

Provides a broad range of administrative and personnel support.  Coordinates Human Resource 

(HR) activities such as recruiting, orientation, file maintenance, terminations, customer service and 

other related issues. 

 

ESSENTIAL FUNCTIONS: 

 

Regular and consistent attendance is an essential function of this position.   

 

1. Administrative and Clerical Support (Department) 

a. Compiles, stores, retrieves, and reports departmental data as needed. 

b. Maintains databases, spreadsheets, and files such as job descriptions, interview 

questions, COBRA, etc. 

c. Transcribes, formats, edits, copies and transmits text and data. 

d. Processes a wide variety of correspondence.  

e. Processes daily general department mail and distributes to appropriate personnel. 

f. Responds to requests for information. 

g. Assists with special projects or other department activities. 

h. Prepares meeting agendas and minutes as requested.  

i. Processes employee termination paperwork and appropriately coordinates benefits. 

j. Inputs and retrieves benefit information for employees as requested. 

k. Processes statewide Driving Record Checks (DRC) for authorized and school bus 

drivers. 

l. Post position vacancies on intranet. 

m. Forwards incoming applications/resumes as appropriate. 

n. Assists AA-HR with data entry and provides back up assistance as needed. 
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2. Administrative and Clerical Support (Central Office) 

a. Maintains databases, spreadsheets, and files such as personnel data, completed 

applications, etc. 

b. Creates and maintains employee personnel files following standard procedures. 

c. Processes personnel changes such as status, address, position, etc. 

d. Processes exit interviews and forwards information to designated HR personnel. 

e. Works with temporary employment agencies to locate temp to support agency projects. 

 

3. Recruitment (Central Office) 

a. Forwards recruitment requests for advertisement following standard procedures.  

b. Schedules and sets up interviews; coordinates panel members, collaborating with 

appropriate county staff in scheduling parents.  

c. Prepares interview packets for the appropriate position. 

d. Maintains system for distributing, collecting and processing job applications. 

e. Conducts verification of employment as requested (reference checks). 

 

4. Employee Orientation (Central Office) 

a. Organizes and schedules staff/group orientations.  

b. Assists in filling out all employee documentation.  

c. Processes all hiring/separation paperwork.  

d. Reviews new hire documentation for accuracy.  

e. Activates Abra for returning staff, inputting any new or revised human resources data. 

f. Refers new staff to Benefits and Payroll departments for completion of required 

paperwork.  

g. Processes Policy Council Approvals.  

 

5. Monitoring 

a. Tracks and follows through to obtain from Central Office employee and/or supervisors 

records of employee performance appraisals, physicals and PPD screenings, background, 

reference and driving record checks, I-9’s, and any other job requirements mandated by 

the grant or local statute.  

b. Monitors statewide Driving Record Checks (DRC) for all Agency employees. 

c. Assists with tracking statewide termination date and reason for separation. 

 

6. Team Work / Relationship Building 

a. Attends meetings, accomplishing related results as needed. 

b. Is sensitive and supportive to the needs of staff.   

c. Participates in work groups, committees and other activities instrumental to Human 

Resources and OCDC operations. 

d. Works cooperatively with team to coordinate logistics and materials for meetings.  
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7. Program Knowledge 

a. Assures that human resources activities correlate with established goals, objectives and 

work plans. 

b. Assures program compliance with Head Start Performance Standards, Oregon Child 

Care Division regulations, and other applicable rules. 

 

8. Professional Development 

a. Attending meetings, workshops, and trainings, networking and reading professional 

publications. 

 

9. Other Responsibilities 

a. Maintains high level of confidentiality and protects agency operations. 

b. Applies safety practices in all facets of the performance of duties. 

c. Immediately reporting any unsafe or hazardous working conditions and/or any injuries. 

d. Performing other work related or assigned duties. 

 

 

SUPERVISORY RESPONSIBILITIES: 

 

This job has no supervisory responsibilities  

 

EDUCATION AND JOB REQUIREMENTS: 

 

 High School Education or GED, AND 

 At least 4 years secretarial related experience in an office environment, preferably in Human 

Resource management or Head Start setting. 

OR  

 AA/AS degree in business or related field, AND 

 At least 2 years work experience. 

 

OTHER JOB REQUIREMENTS: 

 

1. Must be registered with Oregon’s Central Background Registry.  

2. Ability to pass an Agency sponsored physical examination.  TB test documented. 

3. This position is an authorized driver and must possess current driver’s license, good driving 

record, and auto insurance coverage as defined by OCDC Policy. 

4. Proficient knowledge of computers and applicable software (i.e. Microsoft Word, Word Perfect, 

Excel, etc.). 

5. Ability to work and relate positively and be sensitive to the needs of children and families. 

6. Ability to travel out of town to attend workshops or training. 
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OTHER SKILL REQUIREMENTS: 

 

1. Bilingual Spanish/English preferred. 

2. Excellent communication and organizational skills. 

3. Must perform duties following instructions operating from established directions and instructions.  

Decisions are made within general agency policy constraints, but occasionally require independent 

decision-making. 

 

PHYSICAL REQUIREMENTS OF THE JOB: 

 

See Human Resources for Physical Job Analysis. 

 

MENTAL REQUIREMENTS OF THE JOB: 

 

Frequently faces deadlines, which requires good problem solving skills and attention to detail.  

 

WORK ENVIRONMENT: 

 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  The noise level in the work 

environment is usually moderate.  Occasionally may have to work outdoors.   

  

The nature of this position requires absolute confidentiality.  Any information, either written or 

verbal, must be contained and handled in a confidential manner. 

 

This agency believes that each employee makes a significant contribution to our success.  This job 

description in no way implies that these are the only duties to be performed by the employee.  At all 

times, employees will be required to follow any instruction and to perform any other duties within 

this or a lower job level upon the request of the supervisor.  At times, employees may also be 

required to perform higher level duties. 


