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Administrative Assistant/HR Generalist 
Job Description
Work Location:			Broward Behavioral Health Coalition, Inc.
Position Reports To:			Director of Human Resources/Communications
Position Status:			Full Time/Exempt
Salary: 					$50,000 - $55,000 (annually) 


Position Summary: The Administrative Assistant/HR Generalist provides essential administrative support to daily office operations while assisting with a broad range of Human Resources functions. This role serves as a key point of contact for employees, visitors, and management, and requires a high degree of professionalism, discretion, and confidentiality. This position balances general office administration with hands-on support if core HR activities such as recruitment, onboarding, and employee relations and compliance. 

General Duties and Responsibilities: 
Administrative Support:
· Supports the Director of Human Resources/Communications. 
· Prepares and maintains files.
· Manages calendars and coordinate meetings. 
· Answers and direct phone calls, respond to emails, and greet and assist employees and visitors.
· Arranges travel accommodations and prepares travel documents.
· Prepares reports, spreadsheets, presentations, forms, and other business documents as requested.
· Prepares meeting agendas and draft meeting minutes. 
· Coordinates logistics for meetings, company events, training sessions, and employee communications.
· Prepares materials such as training manuals, brochures, flyers, etc. as needed.
· Manages front desk reception area. 
· Facilitates grant invoicing by preparing all supporting documentation and financial reports. 
· Performs general administrative duties and other related duties as assigned.

Human Resources Support:
· Maintains employment resumes, applications, interview documents.
· Performs reference checks and employment verifications for applicants.
· Processes paperwork for employee terminations.
· Respond to human resources-related inquiries. 
· Helps in keeping track with staff trainings. 
· Assists with employee onboarding procedures. 
· Creates and distribute internal communications regarding status changes, benefits, or company policies.
· Assists with day-to-day operations of the HR department functions.  
· Other related duties, as assigned. 


Required Qualifications:
· Associate or bachelor’s degree in human resources, business administration, or a related field preferred. 
· Minimum of two years of experience in an administrative support and/or Human Resources role, or an equivalent combination of education and experience. 
· Proficiency with standard office software (e.g. Microsoft Office), including word processing, spreadsheets, and presentation tools. 
· Strong organizational skills with the ability to manage multiple tasks and deadlines simultaneously.
· Strong written and verbal communication skills. 
· Demonstrated ability to maintain confidentiality and exercise sound judgment.
· Self-motivated and exhibits willingness to take the initiative. 

Skills/Abilities/Competencies:  
· Analytical Thinking – can synthesize complex and diverse information.
· Integrity and Confidentiality – handles sensitive information responsibly and ethically. 
· Professionalism – maintains a courteous, respectful, and composed demeanor in all interactions with staff and external parties including community stakeholders. 
· Accountability – takes ownership of assigned tasks and follows through on commitments. 
· Problem Solving – identifies and resolves problems in a timely manner. Gathers appropriate and relevant information towards positive resolution.
· Collaboration – works effectively with colleagues, management, and employees across departments. 
· Attention to Detail – produces accurate, high-quality work consistently. 
· Oral Communication – speaks clearly and persuasively in both positive and negative situations. 
· Written Communication – Able to capture salient points in writing, uses correct grammar, writes clearly and succinctly.
· Judgment – Displays willingness to make decisions, exhibits sound and accurate judgment and makes timely decisions. Ask supervisor for assistance when needed.
· Efficiency – Completes tasks in a timely manner and uses resources well. 
· Follow Through – Demonstrates the ability to assume responsibility for tasks and ensure that they are completed thoroughly and timely. 

Mental and Physical Qualifications:
Good health as evidenced by acceptable employment health screening, ability to function effectively under stressful circumstances, and has an acceptable attendance record. 




Other Qualifications:
Has a valid driver’s license and acceptable driving record. Will consent to background screening process as required by the State based on holding this position of special trust to include finger-print based search of criminal records in Florida and nationally and drug testing. 

I acknowledge that I have read and understand my responsibilities as they relate to this job description and that I have received a copy of this document for future reference.


_____________________________________________		______________________
Employee Signature							Date

_____________________________________________		______________________
Supervisor Signature							Date
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