
 
8/16, 2/21 

 
TITLE: Human Resource/Administrative Assistant 
 
QUALIFICATIONS: 1. Successful experience with maintaining efficient files. 

2. Knowledge of Federal and State laws affecting Human Resources 
3. Good public relations skills required 

 3. Good working knowledge of computers 
  
REPORTS TO: Director of Human Resources 
PRIMARY FUNCTION: To provide assistance with Human Resource issues related to certified and 
 classified staff. 
 
RESPONSIBILITIES: 
 Responsible for the fingerprinting, educating, monitoring, and maintaining records of the District’s legal 

requirements regarding the fingerprint background check for all staff. 
 Responsible for maintaining the Safeschools training program for all staff. 
 Responsible to post vacancies, assisting in setting up interviews, and collect documentation of hiring 

process. 
 Assist in answering questions from Administrators and staff regarding the application, interview and hiring 

process. 
 Assists with the coordination and monitoring the District evaluation process in accordance to Idaho Code, 

District policy and District procedure to include recording and filing completed evaluations into personnel 
file, etc. 

 Assist in organizing events as needed. To include new staff orientation, job fairs, etc. 
 Assist with completing surveys, reports, etc. as needed. 
 Works cooperatively, in a team environment, with all other staff, patrons, and applicants. 
 Performs such other tasks and assumes such other responsibilities as the Supervisor may assign. 
 
PHYSICAL REQUIREMENTS (with or without a reasonable accommodation): 

 Sufficient clarity of speech and hearing or other communication capabilities which permits the employee to 

understand verbal instructions and to communicate effectively on the telephone and in person;  

 Sufficient visual acuity which permits the employee to comprehend written work instructions, prepare and 

review documents and process them in a prescribed order, and organize documents and materials;  

 Sufficient manual dexterity which permits the employee to operate a personal computer and standard office 

equipment;  

 Sufficient personal mobility, flexibility, and balance which permits the employee to work in an office 

environment, occasion lifting or moving objects that weigh up to 20 lbs.  

 Jobs in this class require talking and hearing to relay and monitor procedures and performing repetitive motions 

in typing, filing and paperwork;  
 
Terms of Employment: Position is at-will and works twelve (12) months.  Salary and work year to be 

established by the Board. 
Evaluation:   Per Board Policy 

 
 

 


