Human Resources Assistant
Life University is currently accepting applications for the position of Human Resources Assistant.  This position is responsible for providing support to the Human Resources Department and all HR programs.  Work involves considerable responsibility for assisting in the administration of the various elements of the HR Department.  The position requires independent application of a thorough knowledge of human resources and related rules and regulations.  The employee must be able to manage multiple tasks simultaneously.  The employee must be able to function in a fast paced, high energy environment.  

REQUIRED QUALIFICATIONS
· An A.S. Degree in Business Administration, Human Resources or related field and two (2) or more years HR experience required.  Any equivalent combination of required training and experience will be considered.  

· Strong data entry skills.

· High level of proficiency in Microsoft Office suite.

· Knowledge of Colleague or comparable HRIS system required. 

PREFERRED QUALIFICATIONS

· A B.S. degree in Business Administration.

· 3 or more years HR experience, preferably in benefits administration.

· At least one year Colleague experience preferred.  

Life University is committed to diversity, and encourages the development of multicultural perspectives.  We are an Equal Opportunity Employer that encourages applications from women, ethnic minorities and persons with disabilities.  Underrepresented minority and bilingual candidates are strongly encouraged to apply.

Life University is a certified drug-free workplace employer.  All applicants being considered for employment are required to submit to substance screening as a condition of employment.  

Qualified candidates should submit their resume and cover letter to hr@life.edu
