Lorain County Community Action Agency

                




Position Description

Position:

HUMAN RESOURCES/COORDINATOR
Department:

Human Resources
Supervisor:

Director of Human Resources 
Responsibilities:  To coordinate and specialize in the function of the management of Human Resources.
Essential Job Functions:


· Supports Director of Human Resources including researching, word processing, spreadsheet or database creation and maintenance, proof-reading, copying, mailing, in-house mail prioritization and distribution, filing and generating routine reports and correspondence;
· Partners effectively with employees, managers and service providers to respond to general HR demands, including inquiries related to benefits, personnel policies and procedures;
· Establishes compliant personnel files for re/hires into the Agency; i.e., hiring documents, background checks, etc.;
· Enters and maintains HRMS employee data and assists in the maintenance of HRMS systems;

· Maintains current employee files as to ensure accuracy and compliance and the efficient access to information;
· Creates new hire and status change announcements in accurate and timely manner;
· Prepares unemployment notices, lay-off letters and submits necessary filings to the O.D.J.F.S.;

· Prepares monthly statistics on new hires, terminations and insurance;

· Verifies monthly insurance billing for life, health, dental and disability;
· Completes employment verification requests;
· Performs additional duties as assigned by supervisor;

· Abides by applicable Agency rules and regulations.

Qualifications:  Associates degree in Human Resources or related field and four or more years’ experience in Human Resources required. Related bachelor’s degree preferred.
Knowledge, Skills and Abilities:  Working knowledge of human resources with an emphasis on onboarding new hires, the preparation of required reports, maintaining personnel files, and general administrative support functions. Must possess exceptional organizational skills. Should also have good oral and written communication skills.  Must have the ability to operate computerized HRMS systems. Must possess the ability to maintain confidentiality and work independently.  Good computer skills including Microsoft Word and Excel required.
Pay Grade: 6 
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