The HR Ass’t. provides outstanding customer service, project management, systems support and administrative support for the HR department.  They will provide first line HR advice to all exempt & nonexempt employees.  They will initiate personnel actions, posting, hiring, promotions, reclassifications and terminations in our HRIS system (PSII), serve as the primary time card administrator, coordinate with hiring managers recruiting, testing, interviewing & selection process, ensure legal compliance regarding applicant tracking, be the main point of contact, perform data entry, provide reporting for all FMLA, W/C, Personal Leave of Absences.  Provide administrative support for all HR events. 

 The successful candidate will have 3-5 years of HR administrative experience.  Demonstrated ability to prioritize and simultaneously coordinate multiple duties often with competing deadlines and frequent interruptions.  Must maintain confidentiality and good judgment when handling sensitive information.  Strong organizational skills with equally strong attention to detail, follow-through, and project management skills.  Excellent verbal and written communications skills.  Strong systems application proficiency in MS Excel, Word, PowerPoint, databases, email (e.g. Outlook) and the Internet.  Previous experience as an HR Administrator or generalist required.  Bachelor’s degree preferred.

Competitive salary depending on experience.  Competitive benefits including performance based bonus every 4 weeks.

Please submit your resume to:

Pacific Southwest Container, LLC

Human Resources

4530 Leckron Road

Modesto, CA 95357

e-mail  hr@teampsc.com
Please copy your resume within the body of the e-mail

