
 

 

Crow Canyon Archaeological Center Job Description 
 

Position Title:                     Human Resources Administrator 

Status:                                 Non-Exempt 

Employment Category:     Full-time 

Reports to:                          Director of Human Resources  

 Approved:                          2/14/2019 – ee/mm 
 

 

Position Summary: 

The Human Resources (HR) Administrator assists with the administration of the day-to-day operations of 

the human resources functions and duties. The HR Administrator contributes to the accomplishment of 

human resources practices and objectives that will provide an employee-oriented, high performance 

culture that emphasizes empowerment, quality, productivity and standards, goal attainment, and the 

recruitment and support of ongoing development of Crow Canyon’s workforce. The HR Administrator 

carries out support responsibilities in some or all of the following functional areas: recruiting, applicant 

tracking/communications, background checks, tracking training certifications,  job description 

administration, policy administration, human resources information system (Financial Edge) and 

timekeeping (TimeClock Plus) data entry, report-writing, employee relations, training and development, 

benefits deductions set up and monthly billings, participating in salary surveys and compensation analysis 

and administration, performance-management and pay increase administration, tracking and reporting 

trends from employee surveys and exit interview summaries. 

 
Education and/or Experience: 

Three or more years of experience in Human Resources and/or administrative assistance. Professional 

certifications in HR, coursework, or a degree in HR preferred.  

 
Essential Duties and Responsibilities: 

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.  
 

 Composes and posts ads in various sources, addresses applicant flow, tracks 

applicants, responds to all applicants, drafts offer letters, organizes and administers 

new hire orientations, and completes background checks to comply with state 

regulations  

 Enters employee data in Financial Edge, maintains employees’ personnel records 

online and hardcopy 

 Administers compensation and benefits 

 Maintains performance management notification system, job descriptions, and pay 

increases, salary surveys, and benefits billings 

 Maintains tracking systems for federal, state, and local camp licensing regulations 

(i.e. I-9, First Aid/CPR/EMR certifications, Health Statements, Fingerprints) 

 Maintain employee confidence and protects operations by keeping human resource 

information confidential 

 Provide clerical support by entering, formatting, and printing information; 

organizing work; and ordering supplies 

 Assist with employee orientation, development, and training logistics and 

recordkeeping 

 Assist with employee safety, welfare, wellness, and health reporting 

http://humanresources.about.com/od/glossaryp/g/perform_mgmt.htm


 Assist with employee communication 

 Assist with volunteer records and awards 

 Assist  with the day-to-day efficient operation of the HR office 
 Assist with cross-departmental work needs as requested 

 

Knowledge, Skills, and Abilities: 
 

 Ability to edit another person’s work effectively  

 Effective interpersonal skills 

 Strong organizational skills 

 Consistency of accuracy and attention to detail 

 Ability to work cooperatively and communicate effectively 

 Strong writing, oral, interpersonal communication, and customer-service skills 

 Ability to prioritize, manage multiple tasks and assignments, and meet deadlines 

 Commitment to teamwork and the ability to work effectively with colleagues. 

 Motivated to learn new skills and be flexible in dealing with procedures and 

technology 

 Ability to work independently, as well as collaboratively. 

 Ability to solve practical problems and deal with a variety of concrete variables in 

situations where limited standardization exists 

 Ability to effectively present information in one-on-one situations to employees 

 Ability to read, comprehend, and interpret a variety of instructions furnished in 

written, oral, diagram, or schedule form 

 Excellent computer skills, including Microsoft Office and Internet; familiarity with 

Financial Edge and TimeClock Plus is a plus. 

 Mature, professional attitude and demeanor and advanced judgment to deal with 

confidential situation. 

 Would be helpful to have knowledge of and experience with human resources principles, 

practices and laws related to such subjects as FLSA, ADA, ERISA, FMLA, Title VII, ADEA, and 

Pregnancy Discrimination  

 

Physical Demands: 
 

The employee must be able to: 
 

 Occasionally lift and/or move up to 35 pounds 

 Sit for a prolonged period of time 

 Work at a computer for extended periods of time 

 Hear and have visual acuity 

 Work weekends and irregular or extended work hours during the week as needed 

 Be physically fit to complete the essential duties of the job  

 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential    

duties. 

 

Required Certificates, Licenses, and/or Registrations: 
 

 Valid driver’s license 

 Background check upon hire 

 Must be insurable by Crow Canyon’s automobile liability carrier upon hire  

 and while employed in this position 



 

 May be required to complete transportation-related training 

 Current health statement 

 

 

Note: This is a general description of the kinds of duties and responsibilities that are performed by 

employees who have this title.  It shall in no way be construed as an all-inclusive determination of 

the specific duties and responsibilities of any particular position.  It is not intended in any way to 

limit the right of any supervisor to assign, direct, and control the work of employees under his or 

her supervision. 

 

 

I have received a copy of my job description.  I understand and accept the responsibilities of this position.   

 

 

____________________________________  _______________________ 

Signature of Employee      Date 

 


