Cincinnati-Hamilton County
Community Action Agency
We help make things happen
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POSITION TITLE: Administrative Assistant FLSA STATUS: Non-Exempt
DIVISION: Human Resources PAY GRADE: (6)

HIRING RANGE: $13.21 —16.18 per hour

WORK HOURS: 80 bi-weekly, Mon-Fri, 8:00 a.m. — 5:00 p.m.

LOCATION: Cincinnati-Hamilton County Community Action Agency (C-HCCAA)
1740 Langdon Farm Road, Cincinnati, Ohio 45237

POSITION SUMMARY:

Provides administrative clerical support to Human Resources department ensuring confidential,
timely and accurate delivery of services to employees and applicants. Duties are carried out in
accordance with CAA policies and procedures and applicable laws and regulations.

ESSENTIAL JOB FUNCTIONS:
Under General Supervision:
1. Provides internal customer service to CAA employees and responds to general inquires
concerning human resources services.
2. Performs Human Resource Information System data entry and ensures accuracy of
information.
3. Explains procedures, provides necessary forms and reviews for accuracy and completeness
before accepting into department.

4. Maintains HR filing system ensuring records are current and information is complete.

5. Processes job requisitions, personnel action forms, and related employee documents.

6. Types confidential correspondence and HR prepares reports.

7. Processes orders for materials and supplies, keeps inventory current and maintains invoice
tracking system.

8. Assist with recruitment, benefits administration, and training initiatives.

9. Organizes display of job postings on agency’s display board and maintains posting

schedules. Process job postings for outpost offices. Maintain job posting book.

10. Processes and tracks performance evaluations (i.e., distribute, collect, and input into
database system).

11. Perform all other duties as assigned.

QUALIFICATIONS AND REQUIREMENTS:

The incumbent must have:

1. Associate degree in secretarial science or a related field with three (3) years clerical
experience, or a High School Diploma or GED with five (5) years clerical experience. A
combination of education and/or experience will be considered.

2. Have two (2) years of administrative support experience working in Human Resources.
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QUALIFICATIONS AND REQUIREMENTS (Cont...)

3. Be proficient at demonstrating the ability to excel in a business environment that is
controlled by deadlines and schedules.

4.  Be proficient in Microsoft Office Software applications.

5. Have experience working with diverse populations, including low to moderate-income
families.

6.  Have the ability to multi-task and prioritize duties.

7. Hold a valid driver’s license and insurance.

8.  Have good written and oral communication and interpersonal skills.

WORK ENVIRONMENT AND PHYSICAL DEMANDS: The work environment and
physical demands described here are representative of those required by an employee to perform
the essential functions of this job with or without reasonable accommodations.

Work environment:
Normally a typical office environment, with minimal exposure to excessive noise or adverse
environmental issues, with occasional outdoor exposure to heat, cold, and environmental
elements.

Physical demands:
Manipulate, handle, feel, and control items or equipment
Able to read, write, and interpret written documents
Occasionally lift and move objects weighing up to 25 pounds

ORGANIZATIONAL STRUCTURE:
Reports to: Human Resources Director
Manages: None

Cincinnati-Hamilton County Community Action Agency is an Equal Opportunity Employer. The
Functions, Qualifications, Requirements and Physical Demands listed in this job description
represent the essential functions of the job, which the incumbent must be able to perform either
with or without reasonable accommodation. The listed Job Functions do not necessarily include
all activities that the incumbent may perform.
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