The HR Coordinator/Office Assistant provides administrative support to the Human Resources Director on all personnel matters. They will also provide assistance to Corporate Office Staff and the Executive Assistant with clerical related duties and special projects as assigned. 

Qualified candidates please apply via this link: https://home.eease.adp.com/recruit/?id=1144581
Essential Functions:

Performs customer service function by responding to routine employee requests and questions;
Assists with the recruitment and pre-screening processes;
Assists with New Hire Orientation Meetings;
Ensures quality data in the company Human Resource Information System by entering new hire documentation and employee changes in a timely and accurate fashion;
Verifies I9 documentation and ensures that I9 binders are current and compliant;
Assists with Annual Open Enrollment of benefits;
Assist in the maintenance of employee benefit programs;
Schedules meetings as requested by the Human Resources Director;
Files papers and documents into appropriate employee files ensuring that they remain current;
Coordinates, maintains and reports upon organizational customer service programs including the patient survey card and secret shopper programs.
Makes photocopies, faxes documents and performs other clerical functions;
Assist other corporate departments with special projects.

Education: 

Bachelors Degree preferred - combination of work experience and education may be substituted;
PHR Certification preferred but not required;
0 -2 Years of direct HR experience required.

Other Skills and Abilities:

Excellent interpersonal skills with the ability to communicate with various levels of the organization;
Possess the ability to manage multiple priorities under minimal supervision while appropriately handling sensitive and confidential information.
Preferred Medical Holdings is a dynamic healthcare services organization located in Plano Texas.  We offer competitive pay and benefits as well as a generous bonus program.  

