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    HR Associate
     Responsibilities:

· Assist with completion of weekly, monthly, quarterly and annual reports.

· Assist in the administration of employee benefits.

· Assist Recruiter with high volume Call Center Recruitment activity – advertising, screening resumes, phone screening, interview scheduling and candidate correspondence.

· Enter all applicant information into Applicant Tracking system. 

· Complete general office administrative tasks - filing, copying, faxing, etc.

· Compile New Hire packets. 

· Create and audit new employee files.

· Maintain inventory of HR supplies.

· Maintain I-9 and EEOC documentation to ensure compliance with federal and state guidelines.

· Maintain and update Rio Rancho HR Intranet page.

· Act as backup payroll processor.
· Aid with special Human Resources projects as needed.  

Required Skills:
· Bachelor's degree preferred.

· 2-4 years of administrative experience, Human Resources preferred.

· Effective oral and written communication skills; excellent interpersonal skills.
· Manage multiple tasks, meet deadlines and prioritize responsibilities.

· Interact with all levels - vendors, senior management and employees.

· Proficiency with MS Office including Word, Excel, PowerPoint.  ADP Payroll, ADP Perspective and Etime Enterprise experience a plus. 
· Strong analytical skills.

· Outstanding attention to detail.

· Ability to work well with diverse "constituencies" both inside and outside the company.

· Ability to multi-task and maintain confidential information.

· Ability to work flexible and/or extended hours as needed.
To apply go to the following link and create a profile: 

https://performancemanager4.successfactors.com/career?company=intersections
Intersections Inc. is an Equal Opportunity Employer. EOE/M/F/D/V.
Visit us www.intersections.com
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