Example of Human Resources Associate Job

Description
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Our company is growing rapidly and is searching for experienced candidates for
the position of human resources associate. Thank you in advance for taking a look
at the list of responsibilities and qualifications. We look forward to reviewing your

resume.

Responsibilities for human resources associate

e Update materials for personnel and administrative policies and procedures

» Review job descriptions assist in requisition pipeline management, including
but not limited to sourcing resumes, and documenting recruiting updates

e Coordinate interview scheduling for all openings in the location, ensure that
they are scheduled on a timely basis and confirmations are sent out

e Coordinate and attend immigration calls with outside counsel and give input
on progress

e Review and update all documentation provided by immigration counsel to
ensure accuracy prior to signatures and submission of filings

¢ Assist all foreign nationals with verification requests for visa requirements

o Work with Recruiter, HR Manager, and intern managers to recruit and select
candidates, secure managers, mentors, and evaluations

o Continuously seek to improve the efficiency and effectiveness of HR
processes and bring new ideas to the HR team

e Resolving employee concerns related to Onboarding health and welfare plans

e Maintaining employee records and file

Qualifications for human resources associate

» Confidential record keeping
e Running reports in Oracle



Prepare and submit worker changes
Promote consistency of approach and recommend continuous improvement

opportunities
Develop high-performing partnerships with the broader HR Business Partner

team



