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JOB DESCRIPTION 
 

Position Title: Human Resources Coordinator  
Reports to:  Director of Human Resources 
Classification:   non-exempt 
Date:   May 2021 
  
I. Summary/Objective  
The Human Resources Coordinator is responsible for the coordination of day-to-day human resource 
operational and employee based matters.  This position participates in the coordination of Human Resources 
initiatives including:  recruitment, onboarding, benefits administration, policy implementation, training, 
performance management, and employment law compliance.  
 
II. Essential Functions 

1. Performs customer service functions by providing employees and management with guidance and 
advice on HR policies, procedures and employee benefits inquiries. 

2. Performs HRIS data entry (to include payroll and benefit changes) in HR Advanced Software, 
Complete Payroll software, and Maxwell Health benefit portal.  Leads organization support to train 
employees on the HR software and solve software issues with the vendor. 

3. Coordinates all station recruiting activities, including:  collaborating with hiring managers, 
advertising job vacancies, sourcing candidates, screening candidates, communicating and 
networking with candidates, and interviewing. 

4. Oversee intern programs for all departments to ensure a productive learning environment that 
provides value to both the individual and the organization; network with local colleges and 
universities, to include recruitment, interviewing, and offer. 

5. Conducts reference checking on selected candidates to include submission of online investigation 
requests.  

6. Administers new-employee onboarding.  Coordinates first day preparation with hiring manager 
and IT.  Meets with new employee on their first day, reviews new employee paperwork.  

7. Administers benefit plans, including enrollments, changes and terminations.  Processes required 
documents through payroll and insurance providers to ensure accurate record-keeping and proper 
deductions. Conduct benefits orientations and explain benefits self-enrollment system.  

8. Coordinates employee engagement activities, to include:  leading the wellness committee, Staff 
and SAC (Staff Advisory Committee) events, Employee recognition (staff awards, length of service, 
etc.), vending services, and other special events as needed. 

9. Administers and responds to leave of absence claims/paperwork which includes short-term and 
long-term disability claims, FMLA, and NYSPFL. 

10. Assists with scheduling training events for staff to include: Coordinating dates and location for staff 
trainings; register staff for individualized training. Maintains completed training tracking 
log/database  

11. Sends expressions (gift cards, flowers, donations to charity) of congratulations, get well, or 
condolence to employees for the following events:  birth of a child, surgery or illness of employee, 
or death of a family member. 

12. Assists with processing of terminations.  
13. Assists with the preparation of the performance review process.  
14. Assists the Director of HR with all required employment reporting (FCC/EEO and CPB Annual 

Report).  
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15. Maintains high standards of confidentiality of all employee records and information. Makes 
photocopies; mails, scans, files and emails documents; and performs other clerical functions. 

16. Provides back up support for biweekly payroll processing. 
17. Reconciles monthly benefits statements for all group insurance policies with the Assistant 

Accountant.  
 

III. Required Education and Experience 
1. Associate’s degree in Human Resources or related field required, Bachelor’s degree preferred. 
2. 1+ year of experience in Human Resources, recruitment and benefit administration preferred. 
3. Demonstrated problem solving skills. 
4. Outstanding planning/organizational skills. 
5. Ability to adapt and manage competing demands and frequent change, delays or unexpected 

events. 
6. Demonstrated ability to convey a positive and professional image, to include verbal and written 

skills, to applicants, employees, and the general public. 
7. Proficient in Microsoft Office (Word, Excel and PowerPoint) as well as Adobe Acrobat Pro. 
8. Ability to maintain absolute confidentiality in all matters 
 

IV. Supervisory Responsibility 
This position has no supervisory responsibility. 
 
V. Position Type/Expected Hours of Work 
This is a full-time position. Hours of work are Monday through Friday, 8:30 a.m. to 5:00 p.m., 40 hours per 
week. 
 
VI. Travel 
Travel is primarily local during the business day, although some out-of-the-area and overnight travel may be 
expected.  
 
VII. Physical Demands  
This is largely a sedentary role; however, some filing is required. This would require the ability to lift files, open 
filing cabinets and bend or stand as necessary. 
  
VIII. Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties 
or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may 
change at any time with or without notice.  
 
IX. EEO Statement  
Buffalo Toronto Public Media is an Equal Opportunity Employer committed to excellence through diversity and 
inclusion.  
 


