
 

PROGRAM NAME:  Recycling/Human Resources                                July 12, 2018 
 
JOB TITLE:  Human Resources Assistant          JOB POSTING #2018-26-16 
 Part-Time- 25 hours per week  
 
LOCATION:  33670, Valley Road, Abbotsford BC 
 
REPORTS TO:  Office Manager- Recycling  

JOB SUMMARY 

The Human Resources Assistant provides HR support to the Recycling Program. The incumbent will assist 

with policy review, recruitment and selection, orientation and training, payroll, benefits, health and 

safety and other areas as directed. Clerical work will include filing staff information including training 

records, performance evaluations, and disciplinary documentation. Other duties involve maintaining 

accurate, up-to-date HR filing systems and personnel records, and drafting reports. Other duties will be 

assigned as necessary. 

CORE COMPETENCIES 

 Accountability and Dependability: Takes personal ownership and responsibility for the quality and 

timeliness of work commitments. Follows organizational guidelines, professional standards, 

regulations and principles. Demonstrates reliability and integrity on a daily basis.  Reliable and 

dependable in performing job-related tasks, finishing assigned projects, meeting deadlines and 

appointments.  Communicates delays in work and renegotiates deadlines in a timely manner. 

 Communication: Respectfully listens to others to gain a full understanding of issues; comprehends 

written material; presents information in a clear and concise manner orally and in writing to ensure 

others understand his/her ideas; appropriately adapts his/her message, style, and tone to 

accommodate a variety of audiences.  Expressing and transmitting information with consistency and 

clarity, using active listening techniques in order to effectively understand provided feedback, 

summarizing information according to the audience in order to increase understanding. 

 Ethics, Integrity, Confidentiality, and Trust: Models and promotes honesty and integrity within and 

with others.  Takes the right action at the right time and in a manner that complies with the 

processes and procedures of the organization and the law.  Demonstrates effective discretion, builds 

rapport with others and maintains confidentiality.  Displays honesty and transparency that exhibits 

the values and mission of the workplace. 

 Valuing Diversity and Inclusion: Appreciating and leveraging the capabilities, insights, and ideas of all 

individuals.  Working effectively with individuals of diverse style, ability, and motivation.  Seeking to 

be inclusive of all abilities, cultures, and backgrounds; challenging exclusionary practices.   

 Professionalism: Behaves with fairness and consistency in communication, daily interactions, and 

decision making.  Shares information and ideas with others in a collaborative manner.  Maintaining 

consistent lines of communication with manager, supervisor, team members and clients 

communicating deadlines, issues, status updates, and successes.  Maintaining appropriate 

interpersonal relationships and boundaries with staff and clients. 



 

FUNCTIONAL COMPETENCIES 

 Attention to Detail: Accomplishing tasks by considering all areas involved, no matter how small; 

showing concern for all aspects of the job; accurately checking processes and tasks.  Monitors and 

checks work or information and plans and organizes time and resources efficiently. 

 Cooperation/Teamwork/Collaboration:  The desire and ability to work cooperatively and 

collaboratively as opposed to competitively within a team/work group.  Makes active contributions 

to the team.  Willing and able to share knowledge, information, experiences and best practices. 

 Developmental and Continual Learning: Strives to improve job responsibilities through developing 

skills and increasing knowledge.  Actively identifying new areas for learning; regularly taking 

advantage of learning opportunities; using newly gained knowledge and skill on the job and learning 

through their application.  Desiring and making an effort to acquire new knowledge and skills for 

work. Concern for the acquisition of new job knowledge.  Welcomes opportunities to develop self 

through formal and informal training. 

 Enforcing Laws, Policies, and Regulations: Enforcing laws, policies, and regulations using a variety of 

methods including modeling compliance behaviours.  Maintaining a basic knowledge of laws and 

regulations that apply to the work environment.  Maintaining a basic knowledge of ACS policies.  

Using appropriate communications methods to address and document actions and behaviours that 

are outside laws, policies, and regulations.  

 Planning and Organizing: Establishing courses of action and goals to ensure that work is completed 

and resources are allocated efficiently.  Prioritizing fluctuating workloads to meet deadlines. 

Proactively planning, establishing priorities and allocating resources.  Developing and implementing 

increasingly complex plans.   

 Providing Consultation: Partnering with staff, management, and clients to review a situation and 

resolve issues.  Providing expertise in a specific field or job. 

 Research and Analysis: Applying systematic, logical reasoning when addressing problems or 

situations in order to arrive at an appropriate solution or outcome. Considers the various issues and 

components of the problem, develops sequential steps to address the situation and determines 

rational timeframes and priorities.  Must be able to identify and define problems, extract key 

information from data and develop workable solutions for the problems identified to develop 

solutions to resolve the problems identified. 

 

KEY DUTIES AND RESPONSIBILITIES 

HR Duties and Responsibilities: 

 Support Office Manager with transactional HR functions. 

 Maintain accurate and comprehensive personnel records. 

 Assist in the recruitment and selection processes; schedule interviews as requested. 

 Prepare formal communications to employees for management review. 

 Assist with payroll and benefits administration as required. 



 

 Distribute HR policies, procedures and memorandums to the appropriate staff, divisions, or 
departments across the organization. 

 Assist with the conduct of disciplinary action, including processing terminations. 

 Assist with the development of policy and procedures. 

 Assist with employee orientation, developing training programs, and providing other trainings as 
required. 

 Assist with regular research and compliance initiatives regarding Human Resources issues. 

 Answer employee questions regarding benefits plan. 

 Check prospective employee references. 

 Assist with the preparation of the performance review process. 

 

Clerical Duties and Responsibilities: 

 Fax, photocopy and scan documents as required. 

 Organize, complete, coordinate, and maintain accurate office records and files.  

 Draft general forms, letters, reports, and memos as necessary. 

 Perform other duties as assigned. 

 

QUALIFICATIONS 

Education and Certification: 

 High school diploma, GED or other equivalent. 

 Post-Secondary Degree or Diploma in Human Resources or a related field is an asset. 

Experience: 

 Experience as a Human Resources Assistant preferred. 

Knowledge and Skill Set 

 Excellent written and verbal skills and comprehension. 

 Strong presentation, written, and verbal skills. 

 Excellent time management skills. 

 Highly organized. 

 Service oriented. 

 Excellent problem solving skills. 

 Strong commitment to staff privacy. 

 Effective communication skills with individuals at all levels of the organization. 

 Able to work efficiently as a part of a team as well as independently. 

 Good knowledge of the Microsoft Office Suite with strong competency in Excel. 

 Attention to detail in all areas of work. 

 Able to work well under pressure and meet set deadlines. 

 Ability to use general office equipment. 

 



 

 

Closing Date: Monday, July 23, 2018 at 4:30PM 

Compensation:  $19.00/Hour 

Qualified applicants please e-mail a cover letter and resume with reference 2018-26-16   to: 

E-Mail:  jobpostings@abbotsfordcommunityservices.com 

Abbotsford Community Services 

2420 Montrose Avenue,  

Abbotsford, B.C.  V2S 3S9 

Fax:  604-859-6334 

*Only selected applicants will be contacted.  No phone calls please. 

Abbotsford Community Services is an equal opportunity employer and encourages applications from 

all equity seeking groups 
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