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ALLENTOWN PARKING AUTHORITY

Human Resources Administrative Assistant
If you are passionate about Human Resources operations and you would like to give your contribution in creating a great company culture, this is the right position for you.

The Human Resources Administrative Assistant position will provide support to the Human Resources Department by performing a variety of tasks. In this position, the primary duty will be to ensure that the Human Resources Department is organized and operates smoothly to attract, hire, and retain employees, as well as collect and manage all data pertaining to the Allentown Parking Authority (the “APA”) employees.
ESSENTIAL FUNCTIONS
· Provide administrative support for Human Resources manager and Executive Director.
· Organize, compile, update company personnel records and documentation.
· Answer employees' questions and provide requested information.
· Preserve employee confidence and protect operations by keeping human resource information confidential.
· Maintain schedule and coordinate calendar activities.
· Assist Human Resources Manager in posting job openings and processing received applications.
· Answer telephone calls and provide needed information.

· Help organize and manage new employee orientation, onboarding, and training programs.
· Order supplies and maintain supply room.

· Assist with coordination and running events.

· Type monthly Board meeting minutes.
· Update the APA website with Board agendas and minutes.

· All other duties as assigned.
REQUIRED QUALIFICATIONS
· High school diploma or equivalent; Associate degree preferred.
· 2 years’ experience as an administrative assistant.
· Background screening, including criminal and credit record checks.
PREFERRED QUALIFICATIONS
· Advanced PC skills (Excel, PowerPoint, Word, and Outlook).
· Outstanding planning and time management skills.
· Excellent interpersonal and communication skills.
· Individual must be flexible, a self-starter, team oriented, and capable of multi-tasking.
WORKING CONDITIONS

· Out-of-town and overnight trips are possible.
· Some off-site work at other program sites is possible.
BENEFITS
· Comprehensive Health Benefits – Medical, Dental, Vision and Prescription
· Voluntary Life Insurance and Short-Term Disability Insurance

· Retirement Plan with APA match
· Optional benefits available

· Tuition reimbursement

· Generous Paid Leave Time

· Vacation

· PTO

· 10 Observed Holidays
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