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Job Description

JOB TITLE: Human Resources Assistant

PURPOSE:

Our HR Assistant handles the daily administrative and HR duties of an organization.
They assist HR Managers with recruitment, record maintenance and payroll
processing, and provide clerical support to all office staff. Will support management
and the leadership team with handling and resolving Human Resources issues.To
ensure success, HR Assistants should display remarkable conflict management and
decision-making skills with a solid understanding of employee relationships, staffing
management, and payroll and benefits administration.

DUTIES AND RESPONSIBILITIES:

O Assist with the recruitment process by identifying candidates, performing
background checks,
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