
Our growing company is looking to fill the role of human resources executive. To
join our growing team, please review the list of responsibilities and qualifications.

Responsibilities for human resources executive

Screening correspondence that comes in through phone and e-mail
Schedule inter-department meetings and events, including site selection and
catering
Submitting accurate expense reports
Drafting memos and other written correspondence
Providing assistance on presentations and reports
Interfacing with a variety of employees executives across our portfolio of
businesses including our corporate headquarters
Performing other administrative projects as assigned
Requires mastery of the HR Management System and ability to prepare
reports, complete transactional work
At least 5 years’ of experience in similar Senior support role
The ability to build rapport and develop collaborative working relationships
with colleagues and stakeholders

Qualifications for human resources executive

Degree Qualified in HR or Equivalent
10 years of progressive responsibility in organizational development and staff
& management development that have demonstrated impactful outcomes
Master’s degree in OD, Education, Communications or other related fields
Demonstrated ability to influence leadership/management teams and other
HR partners

Example of Human Resources Executive Job
Description
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A master’s degree from an accredited institution of higher education in
human resources management, organizational management, public
administration, business or related field


