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	BOARD OF EDUCATION
	Saskatoon School Division No. 13


	P O S I T I O N   D E S C R I P T I O N


Position:		HR COMMUNICATIONS CLERK


Immediate Supervisor:	EMPLOYEE RELATIONS MANAGER  


Core Function:

The HR Communications Clerk performs a variety of communication functions by answering the main school division telephone line to relay incoming calls, take messages, provide information; directs visitors to appropriate office or meeting room; provides support for various Human Resources functions.


Duties and Responsibilities:

1. Answers the main school division telephone line to relay incoming calls, take messages and provide information.
	
2. Greets visitors, answers questions and directs them to appropriate offices and meeting rooms.

3. Provides information to new substitutes upon hiring.  Receives their documentation when provided.

4. Provides confidential support to Human Resources staff in the performance of their duties.

5. Arranges Central Office meeting room bookings.

6. Implements communications from the Manager: Communications and Marketing.

7. Assists ADS Administrator with making phone calls to confirm teacher, educational assistant and secretarial absences and arranges replacements.

8. Performs a variety of clerical duties such as typing, collating, filing, recording, sorting and related duties.

	

9. Assists with the recruitment process by providing administrative support for the application database, interview booking and staffing panels and new employee documentation. 

10. Maintains records of transactions, checks credit or expenditures against budget statements and may input data into accounting system.

11. Provides administrative support to the Human Resource Managers in various Human Resources functions.

12. Performs such other tasks as may be required to meet organizational deadlines and objectives.


Qualifications:

1. Grade 12 or equivalent standing, plus one year of post-secondary training in business education.  At least one course in human resources administration or previous working experience in human resources is preferred.  

2. Six months of previous related experience required.  

3. The ability to work independently, as well as in a team environment under tight deadlines.  

4. Excellent computer skills with a demonstrated proficiency in Microsoft Office applications.  

5. Exceptional interpersonal, communication, and customer service skills.

6. Effective problem-solving, decision making, organizing and planning skills.
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