
JOB TITLE: Administrative Assistant  

DEPARTMENT: Human Resources 

 SUPERVISOR: Director of HR 

 FLSA STATUS: Hourly, Non-Exempt 

 

MAJOR PURPOSE: 

Provide general administrative assistance to the HR team and for the COVID Coordinator.  

Work hours: Afternoon and evening (required), for example 12pm - 8pm.  

ESSENTIAL FUNCTIONS: 

● Assist in the hiring process by monitoring the hiring@jessup.edu email address, 
responding to applicants, processing applications, facilitating background checks, and 
following up with candidates.  

● Post jobs on internal and external websites and monitor responses.  Work with the HR 
Coordinator to complete offer letters and contracts.  

● Provide administrative support in the processing of HR paperwork - filing, scanning files, 
processing personnel actions such as terminations, new hire paperwork.  

● Provide administrative support in the various HR processes such as maintaining the 
emergency notification data, HRIS data entry, maintaining spreadsheets, etc.  

● Assist the COVID Coordinator as needed.  
○ Monitor the COVID email address, Investigate reports to determine appropriate 

protocol(s) to implement and advise individuals of Jessup’s established protocols. 
Maintain records of cases, contacts and outcomes.  

○ May work some weekend hours, as needed.  
● Process internal and external notifications for COVID-related cases as required 
● Special projects as assigned 

QUALIFICATIONS: 

 EDUCATION: 

●  High school diploma, or equivalent required 

EXPERIENCE: 

● Previous administrative expertise preferably in a highly sensitive environment 
● Familiarity with G-Suite and Microsoft Office products 

SKILLS AND ABILITIES:  

● Ability to exhibit a professional, positive attitude and work ethic 



● Excellent interpersonal skills required and ability to show empathy and interact 
professionally with culturally diverse individuals during a time of crisis and distress 

● Excellent organizational and communication skills 
● Critical thinking and sound judgment required 
● Ability to handle confidential information with discretion and professionalism 

 
WORKING ENVIRONMENT: 
The employee agrees to promote the values and mission of WJU as a private Christ-centered 
University and live a life consistent with biblical principles.  The employee shall conduct 
himself/herself in a manner consistent with the Community Covenant and Statement of Faith. 
Additionally, the employee may play a formative role in the spiritual lives of students in a 
manner consistent with the Community Covenant and Statement of Faith. This may include 
leading devotions and/or spiritual formation groups and seeking other opportunities consistent 
with a biblical spiritual formation role. 
 
WORKING CONDITIONS: 
The employee is regularly in a typical, air-conditioned office environment with adequate light; 
moderate noise levels; and tile, concrete, and carpeted floors. There are no hazardous or 
significantly unpleasant conditions.  
 
PHYSICAL ACTIVITIES AND REQUIREMENTS OF THIS POSITION: 
While performing the duties of this job, the employee is regularly required to talk or hear and 
frequently required to stand, walk, sit, and use hands to handle files, computers, and phones; 
reach with hands and arms; stoop, crouch and kneel. Frequent and regular repetitive 
movements required using the wrists, hands, and/or fingers. The employee will occasionally lift 
and/or move up to 40 pounds.  Specific vision abilities include close vision, distance vision, color 
vision, peripheral vision, depth perception, and the ability to adjust focus. 
 
The above statements and job description are intended to describe the nature and level of work 
being performed within this job. They are not intended to be an exhaustive list of all 
responsibilities, duties and tasks.  Other similar or additional duties are to be performed or 
assigned.  Job descriptions are not intended as and do not create employment contracts. 
William Jessup University maintains its status as an at-will employer.  Employees may be 
terminated for any reason not prohibited by law. 
 
I acknowledge I have reviewed the content of this job description and understand that to 
perform this job successfully, I must be able to perform the essential duties with or without 
accommodation.  If I am requesting any reasonable accommodations in order to perform my 
job, I must immediately inform my supervisor or Human Resources. 
 
 
________________________________ _____________________________ 
Employee Date 


