
 
 
 
 
 
 

 
 

Job Description 
 
Job Title: Human Resources Administrative Assistant 
 
Reports to: Chief Operations Officer 
 
Education: High School diploma or equivalent is required; Background in Customer 
Service, Special Education Administration, or other related field, is preferred 
 
Summary: responsible for assisting the organization’s administrative operations related 
to all areas of the Campus’s business including the physical operations of  the office and 
operating protocols. This position reports to the Chief Operations Officer for overall 
coordination of administrate needs for the human resources department.  
 
Essential Experience, Responsibilities, and Skills 

 
1. Maintain new hire packets 
2. Follow up with new hires for missing paperwork 
3. Organize and maintain resumes for applicants we did not hire/ interview 
4. Scan and save all payroll supporting documentation 
5. Deliver paystubs/paychecks around campus  
6. Get all supporting equipment/ technology for new hires 

a. Turn in work request for email address 
b. Turn in work request for computer login 
c. Requisition cellphone/ case 
d. Requisition laptop 

7. Update campus directories 
8. Maintain benefits packages 
9. Training files filing 
10. Former staff and student file retention management 
11. Assist in organizing purchase/inventory management of all campus SWAG 
12. Maintain Nalle building office supply orders 
13. MOU monitoring assistance 
14. Other job related duties and responsibilities assigned by the supervisor 
 

 
 
 
 



 
 
 
 
 
 

 
 

Desired Qualifications 
 

 Must have a minimum of two years of administrative experience 

 Must be proficient with Microsoft Office Suite - Word, Excel, Outlook, 
PowerPoint 

 Must possess a professional, self-motivated, and positive work ethic 

 Must promote the Company culture and mission to all employees, vendors, 
clients and business partners  

 
 
Professional Development and Training 

 Attend all mandatory department staff meetings 

 Attend trainings and professional development opportunities presented by 
Paxton, as required 

 Complete other trainings related to field as assigned by the supervisor 
 

 
Physical Requirements 

 Must be able to remain in a stationary position 50% of the time 

 The person in this position needs to occasionally move about inside the office to 
access file cabinets, office machinery, etc. 

 Constantly operates a computer and other office productivity machinery such as 
a calculator, copy machine and computer printer. 

 The person in this position frequently communicates with staff, and other 
professional personnel. Must be able to exchange accurate information in these 
situations. 

 Occasionally traverse campus in outdoor weather conditions 
 
Benefits 

  Full health and dental 

 Long and short term, Accidental Death and Dismemberment disability 

 401k 

 Flex spending account 

 Paid sick and personal days, along with school holidays  
 

Contact Information 
Please send cover letter and resume to YaTonya Abdullah, Chief Operations Officer at 
yabdullah@paxtoncampus.org 


