
SENIOR ADMINISTRATIVE ASSISTANT- HUMAN RESOURCES 

Division: 4 (Clerical) 

Reports to: District Principal(s) of Human Resources and/or Director of Human Resources 

Job Summary 
With minimal direction, the Senior Human Resources Administrative Assistant is responsible for 
performing administrative and clerical tasks within a variety of human resource-related areas, such 
as recruitment, assignment, employee training and development, onboarding, employee 
engagement, leave and disability management, employee programs and events for teachers and 
support staff. 

The HR Administrative Assistant will be required to perform tasks with deadlines and have expert 
knowledge in Microsoft Office Applications. 

They work cooperatively with other employees, staff, and the public and have a clear 
understanding and an established practice of client service. Strong organizational, interpersonal, 
problem solving, verbal, and written communication skills are required. 

Duties and Responsibilities 
• Establishes and maintains human resource systems, records and personnel files, including
performing data entry, e.g. appointments, adjustments, transfers, leaves, criminal record checks,
first aid, layoffs, calculating seniority etc.
• Completes payroll entries in a timely manner and liaises with the Payroll Department to ensure
accurate entries
• Completes employee documentation including employment verification, seniority checks,
qualification certification and criminal record checks.
• Assists employees and external applicants with submitting an application via the school District's
service provider Make a Future or any other application system
• Maintains accurate accounts on the applicant system (Make a Future)
• Collates data, prepares and maintains reports, distributes information and provides input on
trends.
• Coordinates and compiles monthly reports, e.g. Staffing Reports, Leave Reports, Reports for
unions etc.
• Maintains confidential personnel files and employee information relating to the District's
operations
• Assists with the posting and filling process including but not limited to processing staffing
requisition forms, posting and closing and archiving.
• Inputs and retrieves data relating to employee applications or replacement staff and Teachers on
Call.
• Gathers and creates documentation for all new employees.
• Answers inquiries and relays messages to and from School Administrators and other District
Staff, Applicants, Ministry of Education/Attorney General, Post Secondary Institutions, Trustees,
other school districts, and public by telephone, facsimile, computer, mail, e-mail or in person.
• Assists in coordinating such functions as Orientation for New Staff, First Aid Certification,




