HR Office Assistant
Local manufacturing facility in Buckhannon, WV has an immediate opening for an HR Office Assistant. Although this is a temporary assignment, for the right candidate it is an excellent opportunity to gain valuable experience in a World 100 organization. We are looking for a professional with HR knowledge and strong interpersonal skills. Ideal candidates will have 1-2 years of experience within a Human Resources office, the ability to multi-task, follow through on employee inquiries, and analyze data.
Job duties include but are not limited to: maintaining the HR database, maintaining the HR filing system, entering weekly schedules, general recordkeeping, answering the phone and maintaining confidentiality at all times.
Requirements include: 
· minimum of 1 year Administrative Assistance support, 
· strong relationship skills, 

· competent in Windows, Internet, Microsoft office to include Word, Excel, Access,  PowerPoint and Outlook,
· strong communication skills,

· HR and manufacturing experience a plus,

