Human Resource assistant will assist with the administration of the day-to-day operations of the human resources functions and duties.  The HR assistant must possess the follow skills and be able to perform some or all of the following duties:

●Applicant must be fast learner
●Excellent interpersonal skills
[bookmark: _GoBack]●Excellent computer skills, including Word and Excel in a Microsoft Windows     environment; Q-Books and paychex
●Effective oral and written communication skills
●Excellent organization skills
●Able to exhibit a high level of confidentiality
●Communication with new hires and processing of New Hire Packages
●Maintain employee files and the HR filing system
●Processing of timesheets each pay period
●Answer basis HR questions from employees
●Assist Human Resources Manager in special projects
●Some prior Human Resource experience but not required






