
Our company is hiring for a representative HR. If you are looking for an exciting
place to work, please take a look at the list of qualifications below.

Responsibilities for representative HR

Performs research and accurate data entry for applicant tracking,
timekeeping, payroll, and/or HR spreadsheets
Coordinates paperwork flow for data entry
Monitors the applicant area
Responds to phone calls regarding hiring position requirements and applicant
status
Posts nonexempt internal job opportunities
You will also provide guidance for HR related matters to line managers
especially in the area of managing performance, talent development, annual
rewards program
Act as a first point of contact for employees and managers who contact HR
Shared Services via telephone or email with inquiries around a breadth of HR
related areas
Processes a variety of HR transactions in the HRIS system such as new
hire/termination information, personal data, compensation, benefits, and tax
data
Assist in the implementation of HR Strategy
Evaluates business reports, decisions, and results in relation to established
goals

Qualifications for representative HR

Bachelor’s degree in Human Resources is required
Conducts administrative processes to support People Strategies and
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candidates, and sets up interviews for all candidates • Processes new hire
paperwork, including drug screens and background checks
Or University Degree or
Specific related experience managing the receipt, investigation,
documentation, resolution and communication of employee relations cases of
a complex and varied nature in a high turnover, entry-level wage, non-exempt
employee environment for managerial level employees
Prefer BA in HR, Communication or related fields
2+ years of Service Call Center or Customer Service experience


