
Human Resources Services Coordinator 

This position is: OPEN 

  

Job Number: 645 Posted: 1/12/22   Revised:           Location: St. Davids -- Posting Type: Staff  

Position Summary 

Reporting to the Chief Human Resources Officer, this individual is responsible for greeting and 
servicing clientele, providing administrative & office management support, overseeing student 
employment and HR sponsored events, as well as handle personnel inquiries and recruitment 
matters.   
 

Responsibilities 

Position Responsibilities 
 

 Provides administrative support for the department including but not limited to 

processing and sorting mail, telephone and fax communications, serving visitors and 

employees, external clients and prospective employment candidates. 

 Serves as the office manager to ensure that the department needs for office supplies 

and equipment are supplied and servable. Perform other clerical functions as needed. 

 Serves as a primary point of contact and liaison with other offices, individuals, and 

external institutions and agencies on a range of specified issues; arranges and facilitates 

meetings, and general functions including new hire paperwork processing which are 

sponsored by the HR department. 

 Assists with the coordination of special events with the HR team for the following 

events: Wellness Fair, Annual Employee Christmas Event, Open Enrollment and the 

Employee Appreciation Reception, etc. 

 Oversees and maintains departmental records and employee databases, as well as 

establishes and maintains employee files and records for the office. 

 Oversees and maintains the supply inventory, equipment needs and processes 

associated invoices. 

 Processes, posts and maintains employment job posting requests (internal and external) 

as well as works with Hiring Mangers and Search Committee Chairs for their advertising 

needs.  Responds to employment inquires and job portal issues.  



 Coordinates and maintains the online HR portals; HR Website, HR Job Portal, MyEastern, 

background clearance portals, and PA Hire. 

 Assists with updating forms and other HR related documents or communication 

materials. 

 Serve as the liaison with our satellite location regarding Employment Posting 

requirements. 

 Administer and track the employment verification, background and youth clearance 

process for all employees and volunteers. 

 Coordinate with the HR Team to oversee, maintain and track the student employment 

process. 

 Assist with maintaining and posting employee benefits and handbook changes as 

needed. 

 Generate employee files and coordinate a record retention system for the HR files. 

 Maintain current knowledge and understanding of employment laws and mandates. 

 Other duties as assigned. 

 Embodies values of caring and compassion, justice and integrity, competence and 

affirmation. 

 Seeks to treat each member of the campus community with fairness, dignity and respect 

seeking a spirit of unity and harmony as we join together to achieve our common 

mission. 

 
 

Qualifications 

Required qualifications include a Bachelor’s degree and/or 1-3 years of previous office 
management experience in a Human Resources setting.  In addition, proven administrative skills 
and demonstrated computer experience (Word, Excel, CMS and Internet are required. Previous 
HR experience desired. A strong sense of customer service and a proven ability to communicate 
effectively, both in written and oral form, to a broad constituency is essential.  Sensitivity to a 
high level of confidentiality and discretion is required.  The willingness and ability to effectively 
manage time in a multi-tasked, fast-paced office is required. Ability to work additional hours as 
needed to complete required work assignments. Ability to work both independently and in a tea, 
setting is required.  Ability to create, proofread and edit documents. Ability to establish and 
prioritize work assignments and use good judgement and reasoning. It is essential that the 
incumbent exhibits an understanding of and support for the evangelical Christian mission of the 
university. 

 



About Eastern University 

Eastern University is a Christian university of the arts and sciences that integrates faith, reason 
and justice for students in its undergraduate, graduate, Seminary, urban, professional and 
international programs. Applicants should have a religious commitment compatible 
with its mission and be willing to support the mission and vision of the 
university.  The university complies with federal and state guidelines of nondiscrimination in 
employment; members of protected classes encouraged to apply. 

Background Checks 
 
Standard University employees are required to complete the background clearance process. 

Employment is contingent upon the successful results of an employment background screening. 

The employment background screening may include but is not limited to your consumer credit 

history (for positions that work with the university finances or alumni funds only), verification of 

education and professional credentials, criminal history, driving history, residency, immigration 

status, performance, references, and other qualities pertinent to your qualifications for the 

following position. 

 

Youth Clearances are required for positions with direct contact with children and essential 

personnel positions. Employees working with or around minor age children are required to 

complete the youth clearance process which includes the following four child protection 

clearances:  

  

1)      Affidavit; 
2)      FBI Criminal Record Check;  
3)      Pennsylvania Department of Human Services Child Abuse History Clearance and;  
4)      Pennsylvania State Police Criminal Record Check.  
 
In accordance with state laws, Act 73 of 2007, Act 153 of 2014, Act 168 (relating to the Child 

Protective Services Law), school employees of Eastern University who will have "direct contact 

with children" must complete the background check process prior to employment.  Results must 

be submitted within ten days of receipt. 

 

Description Disclaimer 

This description is intended to describe the general level and nature of work performed by the 
person/people assigned to this position. It is not to be construed as an exhaustive list of duties 
and responsibilities of the person/people so assigned. 

 


