
 

Classification 

Part-time (15-20 hours per week), hourly, non-exempt 

Reports to 

Manager of Talent Development & Recruitment 

  

HR ASSISTANT JOB DESCRIPTION 

Summary/Objective 

The HR Assistant administers employee health and welfare plans companywide. This 

position acts as a liaison between employees and insurance providers to resolve 

benefits-related problems and ensure effective utilization of plans and positive 

employee relations. This position provides administrative support to the HR function as 

needed (e.g., correspondence generation, record keeping, file maintenance, HRIS 

entry). The HR Assistant also ensures plans are administered in accordance with 

federal and state regulations and plan provisions are followed. 

Essential Functions 

Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

1. Administer health and welfare plans, including enrollments and terminations. 
Process required documents through payroll and insurance providers to ensure 
accurate record keeping and proper deductions. Assist with the COBRA 
administrator for the company. 

2. Conduct new-employee orientations to ensure employees gain an understanding 
of benefits plans and enrollment provisions. Counsel employees (and potential 
employees/applicants) on plan provisions so that individuals can make informed 
benefits decisions. 

3. Assist in annual open enrollment period during 4th quarter of each year. Arrange 
for distribution of plan summary materials and required notices, assist with 
communicating changes to employees and arrange for onsite representation by 
providers. Conduct employee presentations. Process changes within deadlines. 



 
4. Process monthly billings from insurance providers. Review billings for accuracy, 

codes and advances for payment. Resolve discrepancies with carriers, payroll 
and the company. Complete reports for management as requested. 

5. Coordinate and assist with the ACA and ERISA benefits reporting requirements. 
6. Strive to ensure employee understanding of benefits programs by regularly 

generating communication and counseling employees/dependents as situations 
arise. Resolve employee complaints related to health and welfare plans, refer 
difficult or very complex complaints to manager as needed. 

7. Act as a liaison with various insurance carriers and foster effective relationships 
with client representatives. 

8. Act as a resource for payroll/HR contacts to ensure their understanding and 
compliance with benefits and HR policies and regulations. Keep management 
advised of potential problem areas and recommend/implement solutions as 
appropriate. 

9. Perform recruitment activities as needed, interview and evaluate candidates for 
select positions. Maintain related records. 

10. Assist with preparation of the annual affirmative action plan. 
11. Perform outreach to community sources as needed. 
12. Assist in monitoring hours budget for accounting professionals.  

Competencies 

1. Communication. 
2. Relationship Management. 
3. Critical Evaluation. 
4. Confidentiality 

Supervisory Responsibility 

This position has no supervisory responsibilities. 

Work Environment 

This job operates in a professional office environment. This role routinely uses standard 

office equipment such as computers, phones, photocopiers, filing cabinets and fax 

machines. 

Physical Demands 

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. 



 

While performing the duties of this job, the employee is regularly required to talk or 

hear. The employee frequently is required to stand; walk; use hands to finger, handle or 

feel; and reach with hands and arms. The employee must frequently lift and/or move up 

to 10 pounds and occasionally lift and/or move up to 25 pounds. Specific vision abilities 

required by this job include close vision, distance vision, color vision, peripheral vision, 

depth perception and ability to adjust focus. 

Travel 

Some travel to other offices should be expected.  

Required Education and Experience 

1. High School/GED. 
2. 1 year of HR experience 

Preferred Education and Experience 

1. Bachelor's degree in human resources preferred. 
2. Experience administering employee benefits. 
3. Experience with HRIS and payroll systems. 

 


