
Human Resource Assistant

Job Code: W1308
Pay Grade: WI
Pay Scale: $20.90-$31.92 Hourly; $43,472.00-$66,393.60 Annually
Exempt: No

OVERVIEW

Performs entry-level human resources support duties in one or more areas of a human resource (HR)
program.

DUTIES & RESPONSIBILITIES

Duties may vary based on assignment.

KNOWLEDGE & ABILITIES

SKILLS

• New Hire Orientations
• Technical Knowledge
• Employee Orientations
• Problem Solving
• Written Communication
• Decision Making
• Personnel Administration
• Workday HCM
• Computer Literacy
• Onboarding
• Verbal Communications
• Compliance Awareness
• New Hire Processes
• Test Administration
• Administrative Support

WORKING CONDITIONS

MINIMUM EDUCATION & EXPERIENCE

• OR
• OR

REQUIRED PRE-EMPLOYMENT TESTING

ADDITIONAL JOB REQUIREMENTS

• The duties and responsibilities on this job description represent  the essential  functions that
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an  employee  must  be  able  to  satisfactorily  perform  with  or  without  reasonable
accommodations.  Reasonable  accommodations  shall  be  made  upon  request  to  enable
employees  with  disabilities  to  perform  the  essential  functions  of  their  job,  absent  undue
agency hardship. The Sheriff’s Office retains the right to change or assign other duties to this
job as necessary.
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