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OPEN POSITION:
HR ASSISTANT
Full Time: Monday- Friday; 8am-4:30pm; on-site 
About the Role:
We are seeking a motivated and detail-oriented HR Assistant to support our Human Resources department. The successful candidate will assist with day-to-day HR operations, employee records, recruitment support, and general administrative tasks. 
Primary Duties:
· Assist with recruitment processes, including posting job ads and scheduling interviews
· Maintain and update employee records and HR databases
· Support onboarding and offboarding processes
· Assist with payroll preparation and benefits administration
· Respond to employee inquiries regarding HR policies and procedures
· Help organize training sessions and HR-related events
· Ensure compliance with company policies and labor regulations
Requirements:
· Previous HR or administrative experience is an advantage
· Strong organizational and communication skills
· Ability to handle confidential information with professionalism
· Proficiency in MS Office (Word, Excel, Outlook)
· Attention to detail and ability to multitask
Please Submit Letter of Intent to hr@roodandriddle.com
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