
 

Sacramento Self Help Housing 
Job Description 

   
Employee Name:  
Job Title:   HR Coordinator  
Department:                  Administrative    
Reports To:            HR Manager  
FLSA Status:           Non-Exempt    
Prepared By:             HR to Go     
Prepared Date:            November 2018   
 
Summary: The HR Coordinator reports to the HR Manager and is responsible for performing a 
variety of clerical duties, office tasks, and administrative support.  The HR Coordinator will also be 
responsible for performing human resources tasks and supporting the HR Manager with various 
duties and projects.  
 
Essential Duties and Responsibilities: include the following. Other duties may be assigned. 
 

 Assists with various administrative tasks dependent on workflow and needs of the office 
and staff; includes but is not limited to: running errands, meeting preparation, and 
scheduling.  

 Coordinates various projects, such as; employee events, employee communications, guest 
speakers, and all staff meetings.  

 Performs office operations and procedures such as typing, correspondence, filing, and other 
clerical services and initiates cost reduction programs. 

 Ensures proper functioning of all office equipment, including computers, printers, copiers 
and fax machines; coordinates with IT representative when a problem with use of 
equipment arises. 

 Purchases and delivers new hire equipment, employee Business Cards and ID Cards.  

 Produces and distributes weekly staff newsletter. 

 Maintains knowledge of legal requirements affecting human resources functions and works 
with HR Manager and HR Consultant to ensure policies and procedures are in compliance. 

 Completes verifications of employment, unemployment claims and mails/files wage 

garnishments. 

 Maintains and periodically audits employee personnel and medical files to ensure all 
information is current, compliant and accurate. 

 Supports the HR Manager with benefits programs, administration and open enrollment.  

 Assists the HR Manager with the tracking and administration of all leaves in accordance 
with organization policies and applicable law.  

 Performs recruiting functions such as: preparing job descriptions, posting jobs on internet sites, 
and screening resumes to determine best candidates for the client’s positions. Performs reference 
and background checks. Prepares offer letters and new hire packets. 

 Assists with the coordination and preparation of on-boarding and exit meetings.  

 Accurately performs data entry of new hires, terminations, and other associated personnel 
actions and ensure all data is entered by appropriate deadlines and contains appropriate 
approvals. 



 

 Prepares and delivers benefit packets to eligible new hire and coordinates benefit 
enrollments and terminations.   

 Coordinates and assists with the preparation of the performance review forms. 

 Assists with processing of terminations, job changes, job descriptions, and related 
personnel administration 

 Supports HR Manager with COBRA notices and administration.  

 Aids HR Manager with collecting EEO data and submitting EEO-1 annual reports.  

 Collaborates and supports the HR Manager with various projects.  

 Assists the Human Resources Manager with all OSHA, Cal-OSHA and Safety Compliance 
policies, trainings and initiatives for the company. 

 Checks voicemail and communicate messages to HR Manager and other staff as needed. 

 Other duties as assigned. 

 Regular, predictable attendance is required. 

 Ability to get along and work effectively with others. 
 
This job description in no way states or implies that these are the only duties to be performed by 
the employee. The employee will be required to follow any other instructions and to perform any 
other duties deemed to be within the scope of their responsibilities, and requested by their 
supervisor in support of the overall mission of Sacramento Self Help Housing.   
 
Supervisory Responsibilities: This job has no supervisory duties. 
 
Measures of Performance:  The HR Coordinator shall be considered to be performing in an 
acceptable manner when the following have been accomplished: 
 

1. Analytical Thinking - Synthesizes complex or diverse information; Collects and researches 
data; Uses intuition and experience to complement data; Notices discrepancies and 
inconsistencies in available information; Weighs the cost, benefits, risks, and chances for 
success in making a decision. 
 

2. Problem Solving - Identifies and resolves problems in a timely manner; Gathers and 
analyzes information skillfully; Develops alternative solutions; Works well in group problem 
solving situations; Uses reason even when dealing with emotional topics. 

 
3. Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; 

Listens to others without interrupting; Keeps emotions under control; Remains open to 
others' ideas and tries new things. 
 

4. Oral Communication - Speaks clearly and persuasively in positive or negative situations; 
Listens and gets clarification; Responds well to questions; Demonstrates group 
presentation skills; Participates in meetings. 
 

5. Written Communication - Writes clearly and informatively; Edits work for spelling and 
grammar; Varies writing style to meet needs; Presents numerical data effectively; Reads 
and interprets written information. 

 



 

6. Teamwork - Balances team and individual responsibilities; Exhibits objectivity and 
openness to others' views; Gives and welcomes feedback; Contributes to building a 
positive team spirit; Puts success of team above own interests; Able to build morale and 
group commitments to goals and objectives; Supports everyone's efforts to succeed; Is 
open with other team members about his/her concerns; Expresses disagreement 
constructively. 

 
7. Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for 

additional resources; Sets goals and objectives; Organizes or schedules other people and 
their tasks; Develops realistic action plans. 
 

8. Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and 
promote quality; Applies feedback to improve performance; Monitors own work to ensure 
quality. 
 

9. Dependability - Follows instructions, responds to management direction; Takes 
responsibility for own actions; Keeps commitments; Completes tasks on time or notifies 
appropriate person with an alternate plan. 

 
10. Innovation - Displays original thinking and creativity; Meets challenges with 

resourcefulness; Generates suggestions for improving work; Develops innovative 
approaches and ideas; Sponsors the development of new products, services, methods or 
procedures; Presents ideas and information in a manner that gets others' attention. 

 
Qualifications:  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: Associate’s degree (A.A.) or equivalent from two-year college or 
technical school; or two to three years related experience and/or training; or equivalent 
combination of education and experience. 
 
Language Skills:  Ability to read, analyze, and interpret general business periodicals, professional 
journals, technical procedures, or governmental regulations.  Ability to write reports, business 
correspondence, and procedure manuals.  Ability to effectively present information and respond to 
questions from groups of managers, members, governmental bodies/boards and the general 
public. 
 
Mathematical Skills:  Ability to add, subtract, multiply, and divide in all units of measure, using 
whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to 
draw and interpret bar graphs. 
 
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. 
 



 

Computer Skills:  To perform this job successfully, an individual should have knowledge of 
Internet software and the Microsoft Office Suite of products. Knowledge of basic office equipment 
should include: Internet and email, copy and fax machines, postage meter and telephone.        
   
Certificates, Licenses, Registrations:  A current CA driver’s license and proof of auto insurance 
are required. 
 
Physical and Emotional Demands:  The physical demands described here are representative of 
those that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential functions. The inability to cope with a stressful work environment does not constitute a 
protected disability. 
 
While performing the duties of this job, the employee is frequently required to sit. The employee is 
regularly required to stand; walk; use hands to finger, handle, or feel; reach with hands and arms; 
climb or balance; stoop, kneel, crouch, or crawl and talk or hear. The employee must occasionally 
lift and/or move up to 10 pounds.   
 
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. 
 
The noise level in the work environment is usually quiet and noisy at times. 
 
Acknowledgements: I have reviewed and understand the above job description and believe it to 
be accurate and complete.  I also understand that the organization retains the right to change this 
job description at any time. I also understand that this job description is not a contract for work.   
 
I certify that I possess all of the “Essential Requirements” of the job outlined herein, except as 
noted here (If none, so state):          
            
             

 
I certify that I am fully capable (with or without a reasonable accommodation) of performing all of 
the essential functions documented herein, and I do not have a physical or mental disability that 
would jeopardize the health and or safety of my co-workers.   
 

 I do not require an accommodation in order to perform the essential functions of this job as 
indicated in this job description. 

 

 I require an accommodation in order to perform the essential function of this job as 
indicated on this job description.  The accommodation I require is: 
__________________________________________________________________ 

 



 

I certify that I am fully capable of completing all of the responsibilities documented herein and I do 
not have a physical or mental disability that would jeopardize the health and or safety of my co-
workers.   
 
I understand, and fully agree, that this job description does not constitute a written or implied 
contract for employment and that my employment relationship with the organization is “at will,” for 
an unspecified duration, and may be terminated at any time by me or the organization as specified 
by Section 2922 of the California Labor Code. 
 
 
________________________________________  _____________________ 
Employee’s Signature      Date 
 
________________________________________  _____________________ 
Supervisor’s Signature      Date 
 
 


