
Our growing company is searching for experienced candidates for the position of
senior HR coordinator. Thank you in advance for taking a look at the list of
responsibilities and qualifications. We look forward to reviewing your resume.

Responsibilities for senior HR coordinator

Will act as the liaison between IT, payroll, and broader HR team to ensure
onboarding is smooth for new hires and to ensure the new employee has
everything that is needed on their first day
Assist in benefits/leave administration, benefit data audit/reconciliation and
employee inquiries
Run and create reports and queries using HRIS and other HR Systems, related
to various HR metrics including Headcount and Turnover, performance,
benefits enrollment, time tracking and attendance, etc, for analysis and
distribution
Auditing and analysis of employee data, assist in researching new
functionality that becomes available in all HR systems
May be required to calculate disability and Worker’s Compensation payments
Answer phones, monitor HR traffic and respond to inquiries, or direct
accordingly
Run weekly and ad-hoc reports in time & attendance system to analyze pay
abnormalities that will affect employee’s paychecks
Ensure the accurate set up of the assigned project in terms of
Manage and action all project recruitment to support the staffing plan ramp
up, including but not limited to TalentWorks posting and processing of
positions, candidate review, coordination and conducting interviews, and
making offers to successful candidates both internal and external
Coordinate, track and action the demobilization of all project assigned
employees, liaising with functions and other departments as necessary

Example of Senior HR Coordinator Job Description
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Minimum of 2 years administrative support experience in fast paced/large
volume environment
High school diploma required, Bachelor’s Degree in Human Resources,
Business, or related field preferred
Ability to handle sensitive data and maintain confidentiality
Highly driven and goal-oriented with proven ability to meet established goals
and deadlines
Excellent analytical and administration skills (data input, record keeping, filing
) are essential with a high focus on accuracy, attention to detail, quality and
confidentiality
Proficiency in German, French or Italian is required


