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USET Human Resources Assistant 
The USET Human Resources (HR) Assistant will undertake a variety of Human Resources administrative duties. 
They will facilitate daily HR functions like keeping track of employee records, coordinating the hiring process, and 
performing tasks to grow USET’s talent pool. 
 
Exempt/Non-Exempt and Salary Range: 
The USET HR Assistant is an exempt position with a salary range of $41,600 - $55,000. 
 
Reporting Relationship: 
The USET HR Assistant is supervised by the USET Director of Employee Relations and Personnel Management. 
 
Duties and Responsibilities: 
1. Maintain updated employee files, staff directory and organizational chart. 
2. Assist with recruitment/onboarding process by coordinating interviews, creating interview packets and creating 

onboarding documentation. 
3. Maintains employee confidence and protects operations by keeping human resource information confidential. 
4. Serves as point of contact for employees.  
5. Reconcile Annual and Sick time on a bi-weekly basis. 
6. Coordinate, schedule staff meetings, secures locations for events and maintains agendas. 
7. Answers phone, relays messages and maintains human resource supplies.  
8. Assists with coordination of all staff activities and special events including  
9. Makes travel arrangements for Director.    
10. Perform other duties as assigned. 

 
Qualifications: 
1. Bachelor’s degree from an accredited college or university is preferred.  
2. Experience as HR Assistant or similar role. 
3. Effective HR administration and people management skills. 
4. Exposure to payroll practices. 
5. Excellent written and verbal communication skills. 
6. Strong organizational and time management skills, with an eye for detail. 
7. Ability to handle data and sensitive information with confidentiality. 
8. Must be computer literate and proficient in Microsoft Office including Word, Excel and Outlook. 
9. Must have demonstrable ability to work with people from diverse cultures including cultural sensitivity and the 

ability to work within the customs and traditions of various tribal groups. 
10. Ability to travel and work irregular hours as necessary. 
 
Hiring preference will be given to American Indians/Alaska Natives 
 

 

To apply please forward resume and cover letter to Melisa Stephens at mstephens@usetinc.org 
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