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Human Resources Assistant – Washington, DC 

Africare is an independent, non-profit organization working to improve the quality of life of the people in Africa. Since 1970, Africare has worked in partnership with 35 African nations to build sustainable, healthy and productive lives and communities. Headquartered in Washington, DC with 1,400 international staff working across 21 country offices, Africare is the largest non-governmental organization working exclusively in Africa. Since 1970 Africare has provided more than $1 billion in direct aid to Africa for agriculture and food security, health and water and sanitation programs and projects.  

We are searching for a Human Resources Assistant for a four month temporary, possible permanent position for our Headquarters Office in Washington, DC.  

Key Responsibilities and Tasks

This position is responsible for assisting the Human Resources Department in all personnel-related areas to include coordination of benefits, payroll and human resources administration.  The Assistant will produce reports, and will provide general administrative support for the Human Resources Department.

· Assist the with the benefit plans (to include health/dental insurance, long-term disability, and life insurance) by enrolling new staff, maintaining accurate participant databases and monitoring and processing monthly premium billings.
· Ensure that all new hire paper work is complete and delivered in a timely fashion.
· Key Employee information into Lawson as needed such as new hires, taxes, status changes, PTO accruals and terminations.
· Produce Accurate Semi-monthly Payroll Memos and provide back up documentation.
· Maintain and manage personnel records and other departmental files.   
· Maintain I-9 Files, review and update as necessary.
· Maintain and manage intern personnel records, ensuring that all intern paperwork is complete and up to date.  Provide computer generated reports as requested. 
· Respond to questions regarding the Intern Program, and provide overview of Africare mission and campaigns for the Intern On-boarding process.   
· Special projects/reports. 
· Ensures that all employee relations issues are appropriately elevated. 
· Productivity/Time management – makes sure all deadlines are approved and met.
· Turnaround Time (new hire paperwork, employment checks, projects, etc).

Qualifications

· Bachelor’s degree, preferred. 
· 2 years previous experience in Human Resources required.
· 2 years previous experience with Payroll Processing required.
· Well-developed interpersonal skills and ability to interact with diverse audiences - sense of humor, creative and friendly.
· Extensive computer skills (especially Microsoft Word, Excel and the Internet) and word processing and data entry skills. 
· Strong attention to detail, typing skills and proofreading skills required. 
· Ability to work effectively under pressure without close supervision.
· Professional attitude toward work and in contact with staff and visitors. Strong customer service skills. 
· Excellent written and oral communication skills.
· Ability to work as part of a team and independently. 
· Self motivated and goal/deadline oriented.
· Strong organizational skills.
· Desire to learn 

How to Apply

Applications should include a resume and cover letter. In the cover letter (of no more than two pages in length) the candidate should briefly describe his or her motivation for the position and highlight relevant experience. Please send application materials to resumes@africare.org including “Human Resources Assistant” in the subject line. 

Unfortunately, due to the large number of applications that we receive, we may not be able to respond to each individual candidate.   Please respect our no phone calls policy.
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