
MAPLE RUN UNIFIED SCHOOL DISTRICT 

Job Description 

Job Title: Human Resources Assistant 

Location: Superintendent's Office 

Job Group: Non-Union, Non-Certified Support Staff 

Reports To: Human Resources Coordinator 

 

Summary: Works in a highly visible position dealing frequently with confidential, sensitive 

communications and information. Assists Human Resources Coordinator by performing special 

projects and administrative duties. May assist the Superintendent  and Executive Assistant to the 

Superintendent with projects and tasks. 

 

Essential Duties and Responsibilities:  The duties, responsibilities, and expectations for this position are to be 

carried out in a manner that will ensure the continued goodwill, cooperation, and confidence of parents, staff, 

administration, and the Board of School Directors. 

 

1. Oversees application process to support applicants in submitting applications for 

employment and ensuring the materials are distributed to the correct location and personnel. 

This includes performing background checks, tracking application status and  managing 

both the electronic (posting of positions) and paper document systems. 

 

2. Coordination of all new hire paperwork, ensuring that all paperwork has been completed   

and forwarded to payroll, and benefits. Creates and maintains employment files. 

 

3. Verifies Employment status for outside agencies. 

 

4. Assists in the recruitment process by posting job notices, responding to questions 

regarding the status of employment opportunities, maintaining the recruitment database         

and job descriptions, and assists with reference checks.  

 

5. Oversees the substitute employment process by processing all applications and maintains   a 

master list of substitute teachers and support personnel as well as helping with the training 

of substitutes when necessary. Works with schools to manage their needs for agency 

temporary employees. 

 

6. Manages the Educational License information, prepare and process teacher Provisional  

and Emergency Licenses. 

 

7. Process all required Criminal Record Checks. 

 

8. Creates, updates and maintains Human Resource data spreadsheets, lists and databases of 

staff and contracted employees. 

 

9. Maintains and oversees contracted services such as bus drivers and food service 

employees. 



10. Assists with general office administration responsibilities such as typing documents, 

copying, filing, collating, and preparation of materials. 

 

11. Assists the Assistant Superintendent with special projects and may perform other duties  as 

assigned. 

 

Supervisory Responsibilities: The ability to work in a collaborative team environment is essential  to 

the employee's successful job performance. 

 

Qualification Requirements: To perform this job successfully, an individual must be able to perform 

each essential duty satisfactorily. The requirements listed below are representative of the  knowledge, 

skill, and/or ability required. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

Education and/or Experience: An Associate Degree is preferred, high school graduate or 

equivalent plus two years' related experience or training. 

 

Language Skills: Ability to read and interpret documents such as safety rules, operating and 

maintenance instructions, and procedure manuals. Ability to develop and write routine 

correspondence. Ability to speak effectively with individuals and before groups or employees. 

 

Mathematical Skills: Ability to calculate figures and amounts such as discounts, interest, 

commissions, proportions, percentages, area, circumference, and volume. Ability to apply 

concepts of basic algebra and geometry. 

 

Reasoning Ability: Ability to solve practical problems and deal with a variety of concrete variables 

in situations where only limited standardization exists. Ability to interpret a variety of  instructions 

furnished in written, oral, diagram, or schedule form. Ability to maintain confidentiality of 

information presented in various forms (written/oral). 

 

Technology Skills: Must have an above average ability to learn and utilize new software 

programs as systems are upgraded. Typing 55 words per minute is required. Knowledge of 

Microsoft Windows applications and SQL database language preferred. 

 

Other Skills and Abilities: Must have effective communication and interpersonal skills. 

Demonstrated ability to establish and maintain effective working relationships with students, staff  and 

the school community. Ability to speak clearly and concisely both in oral and written communication. 

Must be able to keep high levels of confidentiality in all aspects of job performance. Ability to 

perform duties with awareness of all School District requirements and School Board policies. 

 

Physical Demands: The physical demands described here are typical of those that must be met by  an 

employee to successfully perform the essential functions of this job. Reasonable accommodations as 

defined by the School District may be made to enable individuals with   disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit; occasionally walk 

and stand. Infrequent travel from building to other sites may be required. Specific vision abilities 

required by this job include close vision, distance vision, depth perception, and the ability  to adjust 

focus. The employee is required to be able to hear conversations in quiet environment. Manual 

dexterity is required for filing, keyboarding and other related office duties. 

 



Work Environment: The work environment characteristics described here are representative of 

those an employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

While performing the duties of this job, the employee regularly works inside. The employee must  be 

able to meet deadlines with severe time constraints. The ability to willingly collaborate and contribute 

positively to maintain a productive and efficient office environment is essential. The noise level in the 

work environment is usually quiet. 

 

Evaluation: Annual performance reviews.  

Revision Date: 2/7/2018; 6/10/19; 7/31/2019; 6/29/2021 

 
The information contained in this job description is for compliance with the Americans With Disabilities Act 

(A.D.A.) and is not an exhaustive list of the duties performed for this position. Additional duties are performed by 

the individual currently holding this position and additional duties may be assigned. The Board reserves the 

right to waive the essential requirements contained in this job description. 


