Cayuga Medical Associates

Job Description

Job Title:    Human Resources Assistant    

Reports to:    HR Director



Purpose:  The Human Resources Assistant contributes to the accomplishment of Human Resources practices and objectives that will provide an employee-oriented, high performance culture that emphasizes empowerment, quality, productivity and standards, goal attainment, and the recruitment and ongoing development of a superior workforce.

Reports to: HR Director 
CMA Pledge to Service Excellence

All CMA employees are required to display the following cornerstones in representing themselves as an employee of Cayuga Medical Associates:

· Patient- Centered Excellence: We will provide exceptional and compassionate care, one patient at a time.

· Teamwork: We will work together as a cohesive team.

· Safety: We will maintain a safe, clean, and welcoming environment.

· Respect: We will maintain a respectful and peaceful atmosphere.

· Professionalism: We will act in a professional and positive manner.

Essential Functions

· Helps maintain employee and other confidential files 
· Enters data into HRIS system (new employee setups, terminations etc.) and keeps system updated
· Maintains weekly Employee Changes spreadsheet for the organization
· Assists new employees with benefits enrollments
· Assists with appointment/interview scheduling as needed; orders lunches for meetings as needed
· Supports recruitment function by initiating reference checks, background checks and pre-employment drug screens.
· Creates and maintains various spreadsheets and tracking forms; develops internal forms as needed
· Tracks and communicates due dates for provisionary reviews and online training (ex: HealthStream, Risk Management)
· Helps with organization of employee events such as longevity recognition, employee appreciation, etc.

· Supports the Administration office and HR department with phone coverage
· Orders supplies for the department
· Other duties as assigned
Knowledge and Skills

· Excellent computer skills, including Word and Excel in a Microsoft Windows environment.

· Effective oral and written communication skills. 

· General knowledge of various employment laws and practices. 

· Experience in administration of benefits and other HR programs. 

· Excellent interpersonal skills. 

· Skills in database management and record keeping. 

· Able to exhibit a high level of confidentiality. 

· Excellent organizational skills. 

· Must be able to identify and resolve problems in a timely manner. 

· Must be able to gather and analyze information skillfully.
· Attention to detail.
Education and Experience

· An Associates’ Degree or equivalent education and experience is required. 

· One to two years of general business office experience, Human Resources experience preferred.
Physical Requirements and Work Environment

While performing the responsibilities of the Human Resources Assistant's job, the employee is required to talk and hear. The employee is often required to sit and use their hands and fingers, to handle or feel and to manipulate keys on a keyboard. The employee is occasionally required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl. Vision abilities required by this job include close vision.

The work environment is a pleasant office environment with typical noise level.  The HR assistant is occasionally required to travel to other organization and affiliate locations throughout the course of the job to meet with employees, attend meetings, and other related activities.

I have read the job description and agree that I am able and willing to perform the functions of this job.

______________________________________

_______________

Employee





Date

