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Occupational Therapy Assistant


JOB DESCRIPTION
Administrative Assistant for Human Resources & Deputy Superintendent
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[bookmark: _GoBack]Administrative Assistant for Human Resources 
Employee Name (Print): _______________________________________


Reports To:		Executive Director of Human Resources/HR Generalist

Dept/Campus:		Central Office					Paygrade: 207

Wage/Hour Status: 	Nonexempt					Date Revised: August 2022


This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

Primary Purpose:
Under general supervision facilitate and ensure the efficient operation of the TISD Human Resources Department. Support all services of the Human Resources Department.  Handle confidential information and frequent contact with all levels of district employees and the general public.
Qualifications:
Education/Certification:
High school diploma or GED
Two years of college education preferred

Special Knowledge/Skills:
Proficient skills in keyboarding, word processing, and file maintenance
Strong organization, communication and interpersonal skills
Basic math skills
Ability to use personal computer and software to develop spreadsheets and databases and do word processing
Proficient keyboarding skills
Ability to follow written instructions
Ability to operate multi-line phone system
Ability to use Microsoft Office to mail merge electronic databases to create labels, correspondence, and reports

Experience:
Three years secretarial experience, preferably in a public education or human resources environment
Major Responsibilities and Duties:
Responsible for the initial processing of new employees (initial set-up in Skyward, maintaining accurate personnel folder, distributing appropriate forms, and other applicable actions outlined in duties) within time constraints as established for payroll deadlines.
Responsible for processing of personnel changes and terms (changes in Skyward, notifications to departments, and other applicable actions outlined in duties) within time constraints as established for payroll deadlines.
Enter and submit information on the personnel update on-line form for applicable staff actions (new hire, termination, changes) within time constraints as established for payroll deadlines.
Responsible for the districts criminal history background check process (scheduling, submitting, uploads, subscription changes, record reviews and employee activity monitoring), including contractor background check process.
Assist with employee badges and parking tags as needed.
Maintain a schedule of appointments, schedule benefit appointments, and assist with the scheduling and set up of interviews and meetings.
Communicate in a timely fashion with new hires regarding benefits appointment, fingerprint appointment, pre-employment physical, and orientation.
Maintain files (physical and/or electronic) for all employees and applicants, to include the updating of information per HR Processes; and the monitoring of file content for protected information.
Enter and update employee information in central database(s) and documents (to include Staff Changes Spreadsheet).
Complete employee name changes with proper documentation.
Type written correspondence as needed; receive and properly route incoming calls to appropriate personnel.
Ensure accurate job postings online. Post new jobs when approved by HR and remove job postings when filled or cancelled by HR.
Receive and process online applications, including verifying completeness, sending email correspondence, and notifying those not selected for employment.
Screen and distribute qualified applicant records to principals and directors.
Prepare and distribute job vacancy announcements and advertisements.
Request new employee records from previous school districts as applicable.
Manage the records storage and destruction process for the HR records following established records retention schedule and requirements of the Texas State Library and Archives Commission.
Assist with the purging of records and coordinate scanning of inactive HR records.
Prepare necessary packets, forms, records, and reports (including recruitment, new hire and substitute packets).
Compile pertinent data, prepare and submit various federal, state, and local reports, including Employer New Hire Report and Office of Attorney General Reporting.
Prepare, distribute and track the return of Reasonable Assurance Letters and Early Intention Teacher Forms.
Assist with monitoring and updating information on the Human Resources Department website.
Process employee transfer requests.
Prepare items and organize Job Fairs.
Perform routine bookkeeping tasks, including simple arithmetic operations, for the department.
Process purchases and requisitions for the human resource department.
Assist with preparation of materials for mailing, including mail merge, preparing computerized labels, stuffing envelopes, etc.
Assist with Human Resources Department projects as needed.
Other duties as assigned.
Maintain strict confidentiality.







Equipment Used:

Personal computer, printer, calculator, scanner, multi-line telephone, copier, shredder, and fax machine.
Working Conditions:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:


Mental Demands:
Reading; ability to perform basic arithmetic; ability to communicate effectively (verbal and written); maintain emotional control under stress; maintain a clear focus on customer service


Physical Demands:
While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs and the ability to work with frequent interruptions.



The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.



													
Employee							Date


													
Supervisor							Date
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The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 
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