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JOB DESCRIPTION 
 
POSITION TITLE: Human Resources Administrator 
SALARY CLASSIFICATION/RANGE: NE 03 -  $17-$20/hr 
STATUS: Non-Exempt 
LOCATION: Main Offices, Oxnard, California 
DEPARTMENT: Human Resources Administration 
POSITIONS SUPERVISED: None 
POSITION REPORTS TO: Executive Director 
CONDITIONS OF EMPLOYMENT: Part-time, Subject to Funding. 
WORKING ENVIRONMENT: Office Environment 
 

SUMMARY 
 
The Human Resources Administrator is responsible for making recommendations on a variety of human 
resources issues, including developing, revising, and implementing personnel policies and procedures, 
coordinating employee compensation and benefits, and maintaining employee records. HR Administrator 
also coordinates employee relations activities and programs including but not limited to employee 
counseling, new employee recruitment, hiring and orientation, and employee recognition programs. 
 
DUTIES AND RESPONSIBILITIES  
 

 
1. Compile and keep personnel records. 

2. Record data for each employee. 

3. File’s employee records. 

4. Search employee files and furnish information to authorized people. 

5. Plans and coordinates Human Resources events and activities of CAVC. 

6. Coordinate employee compensation and benefits. 

7. Process payroll semi-monthly. 

8. Develop, revise and implement personnel policies and procedures. 

9. Coordinate employee relations activities and programs. 

10. New employee recruitment. 

11. Coordinate hiring and orientation. 

12. Implement employee recognition programs. 

13. Read and understand contracts to assure CAVC is within guidelines of contract. 

14. Safety and security procedure development. 

15. Provide support to Fiscal Department 
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QUALIFICATIONS/REQUIREMENTS 
 

1. High School Diploma.  Bachelor’s degree is preferred. 

2. Two years previous experience in Human Resources. 

3. Professional office appearance is necessary at all times. 

4. Ability to work under general supervision and in a team-oriented environment. 

5. Ability to be fair, impartial and non-judgmental to employees. 

6. Possess keyboarding skills and strong computer aptitude with MS Word, Excel, and PowerPoint. 

7. Excellent organizational skills and attention to accuracy. 

8. Ability to handle a fast pace. 

9. Ability to multi task. 

10. A valid California Driver's License (or the ability to possess one) and have a clean MVR which 
must remain in effect for the duration of employment. 

11. Current California Auto Liability Insurance, which must remain in effect for the duration of 
employment.   

 

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS: 

Must possess mobility to work in a two story office setting and to use standard office equipment, 
including a computer, stamina to maintain attention to detail despite interruptions, strength to lift and 
carry objects weighing up to 30 pounds; vision to read printed materials and a computer screen; and 
hearing and speech to communicate in person and over the telephone.  Ability to sit or stand for extended 
periods of time in an indoor environment.  Occasional contact with dissatisfied or stressed individuals. 

 

DISCLAIMER 

This job description is not designed to be an exhaustive list of duties nor is it intended to be a written or 
implied contract.  CAVC reserves the right to modify job descriptions. 

 
________________________________________  _______________ 
HR Authorized Signature     Date 
 
 
________________________________________  _______________ 
Employee Signature      Date 
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