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Human Resources Assistant 

The Geneva School is a mission-driven school established in 1993. Our mission is to provide 
students in grades K4–12 an extraordinary education, by means of an integrated curriculum, 
pedagogy and culture, both distinctly classical and distinctively Christian, that pursues 
goodness, truth, and beauty in all spheres of life, while viewing these spheres as elements of 
divinely ordered whole. Further, Geneva seeks to instill in students a desire to love beauty, 
think deeply, and pursue Christ’s calling.  
 
The Human Resources Assistant position is under the direction of the Chief Business Officer. 
The Human Resource Assistant must be detailed oriented, able to multitask, and well 
organized. 

 

I.  Essential Duties 

Specific Job Responsibilities 

I. Responsible for processing and maintaining all substitute records 

a. Replace regular teachers during classroom absences 

b. Create reports to chart teacher absences and substitute work dates 

c. Mange PTO and absences in the payroll system 

d. Assist onboarding of substitute teachers 

II. Assist employee onboarding processes 

a. Collaborate with other departments to ensure new employee receives 
identification badge, email address, and equipment and is included in the 
employee directory and databases 

b. Perform background checks on employees and update internal records 

c. Complete mandated reporting as required by state law. 
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III. Maintain employment records and reports 

a. Verify annual receipt of Policies & Guidelines Acknowledgement Form 

b. Ensure all employees have completed mandatory training programs 

IV. Screen volunteers  

a. Perform background checks for volunteers and update internal records   

b. Perform Motor Vehicle Report checks for employees driving school vehicles and 
volunteer drivers for field trips and update internal records 

 

Other Job Requirements:  
 
The following requirements are representative of those that must be met to successfully perform 
the essential functions of the Human Resources Assistant position and are not intended to be 
inclusive. Reasonable accommodation(s) may be made to enable individuals with disabilities, as 
defined by law, to perform any essential functions. 

 Available for flexible hours that may require early morning or late evenings 
 Lift 20 lbs. occasionally and 10 lbs. frequently  
 Sit frequently and stand and walk on varied surfaces  
 Bend, stoop, crouch, push, pull, climb, balance, kneel, crawl 
 Use hands/arms to reach in any direction and seize, grasp, hold, and turn objects using 

hand(s). Use fingers, versus the whole hand, to pick, pinch, and feel objects.  
 See, talk, and hear to communicate with others in person, electronically, by phone, or by 

radio. Visual functions include the ability to identify and distinguish colors and bring an 
object into sharp focus. 

  

II. Personal Profile 

Required Skills and Experience 

 Bachelor’s degree and 2 years of HR experience (preferred)  
 Experience may substitute for degree 

Required Skills and Abilities: 

 Proficient in EXCEL / Google Sheets   
 Excellent verbal and written communication skills  
 Ability to follow verbal and written instructions 
 Proficient in Microsoft Office Suite or related software 
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 Ability to operate related office equipment, such as computers, 10-key calculator, and 
copier 

 Ability to work independently in a fast-paced environment 
 Ability to anticipate work needs and interact professionally with families and vendors   
 Excellent organizational skills and attention to detail 
 Excellent planning skills, dedication to task completion, and capability to meet deadlines 

 
 
Intrinsic Qualities: 
 

 Ascribes to and agrees to live in accordance with The Geneva School’s statement of faith 
 Holds oneself to a high standard of honesty and integrity 
 Able to work effectively both in collaboration with other professionals and on own 

initiative 
 Professional and approachable in appearance and attitude 
 Willingness to learn new skills 
 Self-motivated with a positive ‘can do’ approach to work 
 Reliable/dependable 
 Detail-oriented 
 Able to search for solutions   
 Practices good stewardship of the school’s resources 
 Enjoys working around children and is able to form and monitor appropriate relationships 

and personal boundaries with children and young people. 

 

 
 

III. Employment Information 
 

The Geneva School prohibits discrimination on the basis of race, color, sex, national origin, age, 
marital status, physical disability, handicap, or any other consideration protected by law. 
Employment decisions will be made on the basis of each applicant’s job qualifications, 
experience, and abilities and in full accord with The Geneva School’s statement of faith and the 
school’s statement of mission, vision and values. 

 

 


