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Personnel Files


What should you keep in those personnel files? Here is the general rule of thumb: only keep information that can legally be the basis for an employment-related decision in the file. Employment decisions include hiring, firing, promotion, demotion, layoff, training opportunities, and all other actions taken regarding employees. Employment decisions may NOT be made on the basis of sex, race, national origin, color, religion, or veteran’s status, so keep all equal employment opportunity records separate. Making decisions based on a person’s disability status is illegal, so keep all medical information separate (there are privacy issues here as well). Garnishment orders cannot be used as a basis for employment decisions, so all paperwork having to do with garnishment must be kept separately. I-9 forms must be made available on demand to Department of Labor inspectors, and it is best to keep them in a separate place for convenience.
Federal Statute Record Retention Requirements

	Statute
	Records to be Retained
	Period of Retention
	Form of Retention

	Age Discrimination in Employment Act of 1967
	a.  Payroll or other records containing each employee's name, address, date of birth, occupation, rate of pay, and compensation earned per week.

b.  Personnel or employment records relating to (1) job applications, resumes or other replies to job advertisements, including applications for temporary positions and records pertaining to failure or refusal to hire; (2) promotion, demotion, transfer, selection for training, layoff, recall or discharge; (3) job orders submitted to employment agencies or unions; (4) test papers in connection with employer administered aptitude or other employment tests; (5) physical examination results considered in connection with personnel actions; (6) job advertisements or notices to the public or employees regarding openings, promotions, training programs, or opportunities for overtime work.

c.  Employee benefit plans, written priority or merit rating systems.

d.  Personnel records, including the above relevant to any enforcement action brought against employer.
	a.  Three years.

b.  One year from date of personnel action to which record relates.

c.  Full period that plan or system is in effect, plus one year after its termination.

d.  Until final disposition of the action.
	a. - b.  No particular form specified.

c.  If plan or system not in writing summary memorandum to be kept.

d.  No particular form specified.

	Americans With Disabilities Act
	Same as for Title VII, a. and b.; no reports required.
	Same as for Title VII, a. and b.
	No particular form specified.


	Statute
	Records to be Retained
	Period of Retention
	Form of Retention

	Bloodborne Pathogens Standard (OSHA)
	a.  Medical records of occupational exposures, including name and social security number of employee; copy of employee's hepatitis B vaccination status (including dates of all hepatitis B vaccinations) and any medical records relative to employee's ability to receive vaccination; a copy of all results of examinations, medical testing, and follow-up procedures, as required; employer's copy of health care professional's written opinion, as required; and a copy of information provided to health care professional, as required.



b.  Training records, including dates of training sessions; contents or summary of training sessions; names and qualifications of persons conducting training and names and job titles of all persons attending training.
	a.  For duration of employment plus 30 years.

b.  Three years from date on which training occurred.
	a.  No particular form specified (Records are required to be kept confidential and must not be disclosed or reported without employee's express written consent to any person within or outside workplace, except as otherwise required.  Records must be made available, for examination and copying, upon request of Labor Department and NIOSH.)

b.  No particular form specified (Training records are required to be made available, for examination and copying upon request of employees, employee representatives, Labor Department, and NIOSH.)

	Davis-Bacon Act
	Payroll records listing name, address, and correct classification of each Laborer and mechanic, rate of pay, daily and weekly number of hours worked, deductions made, and actual wages paid.


	Three years from date of completion of contract.
	No particular form specified.

	Employee Polygraph Protection Act
	a.  For the investigation of a workplace theft or other incident or activity resulting in economic loss to the employer.  Copy of statement provided to employees setting forth specific incident or activity under investigation and basis for testing.

b.  For an investigation of criminal or other misconduct involving, or potentially involving, loss or injury to the manufacture, distribution, or dispensing of controlled substances; Records specifically identifying the loss or injury in question and the nature of the employee's access to person or property being investigated.

c.  Copy of notice provided to polygraph examiner identifying persons to be examined.

d.  Copies of all opinions, reports, charts, written questions, lists, and other records relating to employee polygraph tests (e.g., records of number of examinations conducted each day, records specifying duration of each test period) that have been furnished to the employer by the polygraph examiner.
	a. - d.  Three years from date polygraph test is conducted (or from date examination is requested).
	a. - d.  No particular form specified (Records must be kept "safe and accessible" at place(s) of employment, or at one or more established central recordkeeping offices where records customarily are maintained.  All records must be available for inspection and copying by authorized representatives of the Labor Department.)

	Employee Retirement Income Security Act
	a.  Records providing basis for all required plan descriptions or reports, or necessary to certify any information therefore, including vouchers, worksheets, receipts, and applicable resolutions.

b.  Records pertaining to each employee - participant in the plan for determinations of benefits that are due or may become due.
	a.  Not less than six years after filing date of documents based on information they contain.

b.  As long as relevant.
	a. - b.  No particular form specified (Records must be in sufficient detail to provide basic information and data by which documents may be verified, explained, or clarified and checked for accuracy and completeness.)

	Equal Pay Act of 1963
	Records in accordance with FLSA's basic requirements; records made in regular course of business relating to wage payments, wage rates, job evaluation, job descriptions, merit or seniority systems, collective bargaining agreements, descriptions or explanations of wage differentials for employees of opposite sex; all records relevant to an enforcement action brought against the employer.
	Retention period for different kinds of records varies, according to regulations.
	No particular form specified.

	Executive Order 11246
	For federal contractors, subcontractors: Written affirmative action programs and supporting documentation, including required workforce analysis and utilization evaluation; other records and documents relating to compliance with applicable EEO non-discrimination and affirmative action requirements, including records and documents on nature and use of tests, validations of tests, and test results as required; records pertaining to construction industry EEO plans and requirements.
	Retention period for different kinds of records varies, according to regulations.
	No particular form specified.

	Fair Labor Standards Act
	a.  Basic records containing employee information, payroll records, individual contracts or collective bargaining agreements, applicable certificates and notices of Wage - Hour administrator, sales and purchase records.

b.  Supplementary basic records, including basic employment and earnings records; wage rate tables; work-time schedules; order, shipping, and billing records; records of additions to or deductions from wages paid; and documentation of basis for payment of any wage differential to employees of the opposite sex in the same establishment.

c.  Certificates of age.

d.  Written training agreements.
	a.  Three years.

b.  Two years.

c.  Until termination of employment.

d.  Duration of training program.
	a. - d.  No particular form specified (Microfilm is permissible if employer is willing to provide adequate viewing facilities and make any extension, recomputation, or transcript of the film that may be requested.  Punched taps is permissible if records can be readily converted to reviewable form.)

	Family & Medical 
Leave Act of 1993 


	Records pertaining to compliance with FMLA's general requirements for leave (see a. - g. below)

a.  Basic payroll and identifying employee data, including name, address, occupation; rate or basis of pay and terms of compensation; daily and weekly hours worked per day period; additions to or deductions from wages; total compensation paid.

b.  Dates FMLA leave taken by employees (e.g., available from time records, requests for leave, etc. if so designated) (Leave must be designated in records as FMLA leave; leave so designated may not include leave provided under state law or employer plan not covered by FMLA.)

c.  Hours of leave, if FMLA leave taken in increments of less than one full day.

d.  Copies of employee notices of leave given employer under FMLA, if in writing copies of all general and specific notices given to employees as required under FMLA and regulations (e.g., copies may be maintained in employee personnel file.)

e.  Any documents, including written and electronic records, describing employee benefits or employer policies and practices related to taking of paid and unpaid leave.

f.  Premium payments of employee benefits.

g.  Records of any dispute between employer and employee about designation of leave as FMLA leave, including any written statement from employer or employee of reasons for designation and for disagreement.
	Three years (same as for FLSA).

a. - g.  Three years.

	Employers to make, keep, and preserve records in accordance with 11(c) of Fair Labor Standards Act and as specified in FMLA implementing regulations, and to make records available for inspection, copying and transcription.  No particular form specified; may be maintained and preserved on microfilm or other basic source document of automated data processing memory, provided adequate projection or viewing equipment available, reproductions clear and identifiable, and transcriptions possible and available upon request; computerized records to be available for transcription or copying.  (The FMLA restricts DOL's authority to require any employer or plan, fund, or program to submit books or records more than once during any 12 month period, unless DOL is investigating a complaint or has reasonable cause to believe a violation exists.  The regulations do not require submission of any records, except at DOL's specific request.)

	Federal Unemployment Tax Act
	Records for each calendar year showing total wages paid to each employee, including withholding amount of pay subject to tax, and reason, if this amount is not equal to total pay; amount paid into any state unemployment fund, including any amounts deducted or to be deducted from employee pay, data to calculate experience rating.
	Four years from later of either tax due data or payment.
	No particular form specified, but must be readily accessible to IRS.

	Homeworker - Employment Regulations ***
	a.  Payroll or other records specifying date on which work given out to or begun by each industrial homeworker, and amount of such work; data on which work turned in by worker, and amount of work; kind of articles worked on and operations performed; piece rates paid; hours worked on each lot of work turned in; and wages paid for each lot of work turned in.

b.  Name and address of each agent, distributor, or contractor through whom homework is distributed or collected, and name and address of each homeworker to whom homework is distributed or from whom homework is collected by the agent, distributor, or contractor

c.  Homeworker handbook in which each homeworker records daily and weekly hours worked, piece work information, and business-related expenses.
	a. - b.  No specified

c.  At least two years after handbook is filled completely or the homework is terminated.
	a. - b.  No particular form specified (Upon request, all records must be made available for inspection and transcription by Wage-Hour Division administrator, or for transcription by the employers.)

c.  Not specified (Employers must "keep and preserve" handbook as submitted by each homeworker and upon requests, make handbook available for inspection by Wage-Hour Divisions of the Labor Department.  The handbook must include a statement signed by the employer attesting to the accuracy of the entries.)

	Immigration Reform and Control Act
	INS Form I-9, Employment Eligibility Verification Form
	Three years after data of hiring or one year after date of employee's termination, whichever is later.
	INS Form I-9, signed by new-hire and employer, to be readily available upon request.


General Legal Considerations
Uniform Guidelines on Employment Selection Procedures

Relevant laws and legislation that govern employment practices and affect the hiring process are as follows:   

Title VII of the Civil Rights Act of 1964

Prohibits employment discrimination based on specifically enumerated categories.  Pre-employment inquiries concerning race, color, religion, sex, or national origin might constitute evidence of discrimination prohibited by Title VII.  Inquiries that either directly or indirectly result in the disclosure of such information, unless otherwise explained, might be a Title VII violation.

Equal Pay Act

Prohibits wage differentials in the same position based on sex.

Age Discrimination in Employment Act

Prohibits age-based employment practices that discriminate against people 40 years old or older, subject to certain exceptions.

Vocational Rehabilitation Act

Prohibits discrimination against disabled individuals.

Pregnancy Discrimination Act

Prohibits discrimination against pregnant applicants and employees.

Civil Rights Act of 1991

Provides remedies and protection, in addition to those previously available under Title VII, to applicants, employees, and former employees who contend that they are victims of discrimination.

Immigration Reform and Control Act

The Immigration Reform and Control Act makes it unlawful for employers to knowingly hire illegal aliens; and mandates detailed recordkeeping procedures for any employees hired, including U.S. citizens, regardless of the size of the employer or of the position involved.
Americans with Disabilities Act

Prohibits discrimination against qualified individuals with disabilities and requires reasonable accommodation for disabled applicants and employees who are capable of performing the essential functions of a position.

Other

Title VII – Executive Order 11246, Section 503 of the Rehabilitation Act, and the Vietnam Era Readjustment Act all require affirmative action in employment practices for eligible federal government contractors.

There are also specific state and local laws and regulations that affect hiring processes and decisions.  These range from age requirements for some types of work, to additional protected classes.  It is critical that each employer know and understand the legal requirements that impact their organization.

Additional Information
For the most current information on laws and regulations governing hiring practices, we recommend that you access your state’s labor and industries website.  In Oregon, that website is www.boli.state.or.us, and in Washington, www.Lni.wa.gov.

Exempt and Non-Exempt Employees

Employees are further classified according to federal and state wage and hour laws into two additional categories of exempt and non-exempt as defined below.  Management will make the appropriate designation regarding the status for each new position or when a position changes substantially.  If you are uncertain as to your status, ask your supervisor or manager.

Exempt: An employee who is exempt from the overtime pay requirements under federal and state laws.  Exempt employees include managers, executives, supervisors, professional staff, outside sales representatives, owners and others who are paid a salary and whose duties and responsibilities allow them to be exempt under federal and state law.

Non-exempt: An employee, who is paid an hourly wage, assigned a regular work shift of 
not more than forty hours per week, and whose job calls for overtime payment as appropriate under state and federal regulations.

Interviewing
Developing the Interview Guide 

As the interview is the most important screening tool for the “soft” skills, the questions you ask must get at the things you are interested in.
· Use the job description
· Non-discriminatory
· What skills, traits, and knowledge are necessary?
· Create purposeful and meaningful questions 
· Competency review (Can Do the Job):
· Skills
· Knowledge
· Abilities
· Job behaviors (Will Do the Job):
· Stability

· Initiative

· Loyalty

· Ability to get along with others

· Confidence

· Traits to consider (Best Fit for the Job):
· Job motivation

· Fit with supervisor’s management style

· Elements candidate is seeking

· Organization’s culture
· Use a mix of behavioral, situational, and job-related questions
Really Tough Questions

Covering Competencies

· Describe a few situations in which your work was criticized.

· Are you analytical?  Give an example.

· Are you creative?  Give an example.

· Can you delegate responsibility?  Give an example.

· Job questions ‑ Imagined situations that test a person's job knowledge.  "What would you do if...?"

· Can you describe for me a typical day in your job?

· Tell me about the people you hired in your last job.  How long did they stay with you and how did they work out?

· What specific strengths did you bring to your last job that made you effective?

· What have been the biggest failures or frustrations in your business life?

· What did you do in your last job to make yourself more effective?

· Give an example of a time in which you had to be relatively quick in coming to a decision.

· Tell me about a time in which you had to use your spoken communication skills in order to get a point across that was important to you.

· Can you tell me about a job experience in which you had to speak up in order to be sure that other people knew what you thought or felt?

· Give me an example of a time in which you feel you were able to build motivation in your co‑workers or subordinates at work.

· Describe a situation in which you felt it necessary to be very attentive and vigilant to your environment.

· Give an example of a time in which you had to use your fact‑finding skills to gain information for solving a problem ‑ then tell me how you analyzed the information to come to a decision.

· Describe the most significant written document, report or presentation that you have had to complete.

· Give me an example of a time when you were able to successfully communicate with another person, even when that individual may not have personally liked you.

· Describe a situation in which you were able to effectively "read" another person and guide your actions by your understanding of their individual needs or values.

· What did you do in your last job in order to be effective with your organization and planning?  Be specific.

· Describe the most creative work‑related project that you have carried out.

· Give me an example of a time when you had to carefully analyze another person or a situation in order to be effective in guiding your action or decision.

· Describe a situation in which you were able to positively influence the actions of others in a desired direction.

Covering Job Behaviors

· Do you like to work?  Why?

· What interests you most about this position?

· What interests you least about this position?

· What do you want to be remembered for?

· What other kind of job would you be interested in doing besides the one that you are applying for?

· What risks did you take in your last few jobs and what were the results of those risks?

· What do you do when you are having trouble solving a problem?

· Describe a time on any job that you've held in which you were faced with problems or stresses that tested your coping skills.  What did you do?

· Give me an example of an important goal that you have set in the past and tell me about your success in reaching it.

· Give me an example of a time when you had to go above and beyond the call of duty in order to get a job done.

· Describe a time in which you felt it was necessary to modify or change your actions in order to respond to the needs of another person.

· Give me an example of a problem that you faced on any job you have had and tell me how you went about solving it.

Covering "Best Fit"

· Describe the relationship that should exist between a supervisor and subordinate.

What Not To Ask


Questions, which imply preferences as to race, religion, age, sex, marital status, national origin, and disabled status, are violations of federal and state laws.  In the left‑hand column below are topics of discussion which are of questionable legality and should not be asked, in any form, during the interviewing of an applicant.  In the right‑hand column are notes that may be acceptable relating to the particular area in question.

	Subject
	Unlawful Inquiries
	Permissible Inquiries

	Age
	Birth date or age, asked before hiring.
	If at least 18 years of age, you may ask birth date after hiring.

	Arrest Record
	Any inquiry as to arrests.
	Relating to criminal convictions (on applications).

	Citizenship
	Any direct inquiry as to citizenship.
	Whether applicant can provide proof of citizenship, visa, or alien registration after being hired.

	Family
	Specific inquiries concerning spouse, spouse's salary, or employment, children, childcare arrangements or dependents.
	Whether applicant has any outside commitments that would conflict with work requirements.

	Marital Status
	Any inquiry into present or past marital status or name which would divulge marital status.
	None.

	Military
	Type of discharge, request for discharge papers, inquiries as to experience in other than U.S. Armed Forces.
	Education, training experience in U.S. Armed Forces.

	National Origin
	Inquiries into birthplace, ancestry, mother tongue, etc.
	Inquiry as to applicant's ability to read, write, and speak a foreign language when based on job requirements

	Religion or Creed
	Inquiries concerning applicant's religious denomination, religious affiliations, church, parish, pastor, or religious holidays observed.
	None.

	Memberships
	Inclusive list of organizations to which applicant belongs.
	Inquiry as to memberships in organizations excluding those which would reveal race, religion, sex, marital status, national origin, or disability status.

	Residence
	Whether applicant rents or owns home; names of persons with whom applicant resides.
	Inquiry on address needed to facilitate contacting applicant.

	Relatives
	Names and addresses of any relative other than those listed as references.
	Names of applicant's relatives already employed by this company or by any competitor.

	Race or Color
	Any inquiry concerning race or color of skin, hair, eyes, etc.
	None.

	Sex
	All.
	None.

	Name
	Inquiry into original name where it has been changed by court order or marriage.  Inquiries about a name which would divulge marital status, lineage, ancestry, national origin or descent.
	Whether applicant has worked for this company or a competitor under a different name; if so, what name.  Name under which applicant is known to references if different from present name.

	Photographs
	Request that applicants submit a photograph mandatory or optionally, at any time before hiring.
	May be requested after hiring for identification purposes.

	Pregnancy
	All questions as to pregnancy and medical history concerning pregnancy and related matters.
	Inquiries as to a duration of stay on job or anticipated absences which are made to males and females alike.

	Disability
	All questions relating to physical or mental health.
	None.

	Workers' Compensation
	Any inquiry regarding past claims, injuries, etc.
	None.

	Sexual Orientation
	All.
	None.


Reference Checking
Oregon/Washington Laws

· Protection for references given in good faith
· If organization does not conduct reference checks, it can result in negligent hiring
· If organization does not provide reference checks, this can contribute to negligent hiring
Sources of References

Current/recent supervisors
Human Resource Department ‑ previous employers
Co‑workers or subordinates
Schools
Professional associations/licensing agencies
Document

References received
References attempted
Federally Mandated Postings

Following is a list of postings which must be displayed so that they can easily be seen by both applicants and employees.

· Age Discrimination in Employment Act
· Americans with Disabilities Act*
· Davis-Bacon Act**
· Employee Polygraph Protection Act
· Executive Order 11246**
· Fair Labor Standards Act
· Family and Medical Leave Act***
· Occupational Safety and Health Act
· Rehabilitation Act of 1973**
· Title VII of the Civil Rights Act
· Uniformed Services Employment and Re-employment Rights Act of 1994
· Walsh-Healy Act**
   * Coverage applies to employers with 15 (fifteen) or more employees

   ** Coverage limited to certain government contractors, subcontractors, and/or federal grant recipients

   *** Coverage applies to employers with 50 (fifty) or more employees

[NOTE TO EMPLOYER: This list documents only postings required by the federal government.  Most states require additional postings.  Be sure to check your state’s regulations for state-mandated postings.]

State of Oregon
Agencies
	Bureau of Labor and Industries

800 N.E. Oregon Street, #32

Portland 97232

(503/731-4200) Ext. 4 

www.boli.state.or.us/technical

	(Administers Apprenticeship and Training, Civil Rights, Aliens/Immigration, and Wage and Hour Laws; issues Private Employment Agency, Consumer Electronic, Entertainment Equipment Service, Certified Shorthand Reporters, Farm Labor Camp and Labor Contractor licenses and minor work permits; and offers seminars on civil rights and wage and hour laws for Oregon employers and labor officials) 


State Posters

	Posters
	Department

	Minimum Wage
	Technical Assistance for Employers

Bureau of Labor and Industries

800 NE Oregon Street # 32

Portland, OR 97232

503/731-4073 Ext. 3

	Job Safety and Health
	Department of Consumer & Business Services

Oregon OSHA

350 Winter Street NE, Room 430

Salem, OR 97310 

                      503/378-3272 or 1-800/922-2689

	Job Safety and Health
	Oregon OSHA

Fremont Place, Building I

1750 NW Natio Parkway, Suite 112

Portland, OR 97209-2533

                 503/229-5910 or 503/229-6492 (fax)

	Workers’ Compensation Insurance


	Department of Consumer and Business Services

Workers’ Compensation Division

350 Winter Street NE, 2nd Floor

P.O. Box 14480

Salem, OR 97309-0405

                         503/947-7810 or 800/452-0288 

                                       (toll-free in-state only)

	Unemployment Employment Insurance Notice
	Employment Department

Unemployment Insurance Tax Unit

875 Union Street NE

Salem, OR 97311

503/378-3524 Ext. 222

	Family Leave 
	Technical Assistance for Employers

Bureau of Labor and Industries

800 NE Oregon Street # 32

Portland, OR 97232

503/731-4073 Ext. 3

	Additional Assistance
	Salem Area Chamber of Commerce

1110 Commercial St. NE

Salem, OR 97301

503/581-1466 or 503/581-0972 (fax)

	Additional Assistance
	Portland Metro Chamber of Commerce

221 NW 2nd Ave

Portland, OR 97209

503/228-9411 or 503/228-5126 (fax)



	Additional Assistance
	Bureau of Labor and Industries

Technical Assistance for Employers

800 NE Oregon Street, #32

Portland, OR 97232

                                           503/731-4200 Ext. 4 

	Additional Assistance
	Rideshare/Energy Program

Department of Transportation

355 Capitol Street NE

Salem, OR 97301-3871

                                                 1- 888/275-6368

	Additional Assistance
	Public Transit Division

555 13th Street NE

Salem, OR 97301-4143

                 503/986-3300 or 503/986-4189 (fax)

	Additional Assistance
	Civil Rights Division

Bureau of Labor and Industries

800 NE Oregon Street, #32, Suite 1070

Portland, OR 97232

                                                     503/731-4874

	Additional Assistance
	Oregon Insurance Division

P.O. Box 14480

Salem, OR 97309-0405

	Additional Assistance
	Oregon OSHA

Labor and Industries Building

350 Winter Street NE, Room 430

Salem, OR 97301-3882

                      503/378-3272 or 1-800/922-2689 

                                       (toll-free in-state only)

	Additional Assistance
	Oregon Unemployment Department

605 Cottage Street NE  (97301)

P.O. Box 751

Salem, OR 97308

                 503-378-4824 or 503/378-6480 (fax)

                800/922-2689 (toll-free in-state only)


Sample Documents

W-4 and I-9 Forms

The current W-4 Form can be located on the following website:

http://www.irs.gov/pub/irs-pdf/fw4.pdf
The current I-9 Form can be located on the following website:

http://uscis.gov/graphics/formsfee/forms/i-9.htm
Sample Job Description

Title:

Office Assistant



Dept:
Administration

E/NE Status:
Non-exempt



Reports to: Vice President

Effective Date:
2/04 
New Position
 FORMCHECKBOX 



Position Change
 FORMCHECKBOX 

General Position Summary:

Perform general clerical duties for the organization including a variety of general word processing, record posting and other clerical duties as directed; telephone answering, and greeting and providing directional guidance to clients, vendors, job applicants, or other visitors.  Certain responsibilities of this position are shared with one or more other Administrative Specialists.

Essential Functions/Major Responsibilities

The essential functions and major responsibilities are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position.  Duties and responsibilities are also subject to change by the employer as the needs of the employer and requirements of the job change.

· Operates telephone system to receive, direct and control all incoming telephone traffic, including providing routine information to callers.
· Greets company visitors and contact employees to notify of visitor arrival.
· Provide word processing and other clerical support to consulting staff and/or the coordinators of specialized programs including HR Extras and Advantage Plan.
· Proofreads reports, proposals, newsletters, work products and other materials.
· Handles all incoming and outgoing mail, including accepting and signing for incoming packages, registered mail, etc., picking up mail from the outside box, and transporting outgoing mail to the Post Office.
· Maintains marketing database including customer, prospect, and other files for the marketing and training team.
· Handles distribution of all incoming faxes and sending of outgoing faxes.
· Copies and mails completed project work, proposals, and general correspondence.
· Labels and/or addresses training flyers, newsletters or other mailings as directed.
· Creates and processes client files; assist with maintenance of filing systems.
· Photocopies material as directed.
· Assembles HR resources for sale, processes and fills orders, and maintains records of transactions.
Secondary Functions:

· Maintain receptionist desk and visitor lobby in an orderly manner and according to specific guidelines.
· Provides back-up support to the Administrative Specialist(s) position as requested.
· Performs other related duties as assigned.
Job Scope:

Job responsibilities are carried out in a work environment that consists of regular and recurring work situations with some special circumstances due to workload or client needs.  Job involves a low to moderate level of complexity or difficulty, but can involve confidential or proprietary information.  Normally works independently, but in accordance with specific and definite directions and instructions.  Certain responsibilities of this job, such as receptionist duties, are shared with other Administrative Specialists on an assigned-time basis, and other responsibilities are shared on the basis of available time.  Some aspects of the work is spot-checked or verified by supervisor or requestor.  Errors in work or judgement can cause delays and improper behavior towards visitors, callers or clients can adversely affect company image.  Decisions are made within prescribed operating guidelines.

Supervisory Responsibility:

None

Interpersonal Contacts:

Contacts are normally made on a personal basis with other staff members and with visitors.  Frequent telephone contact is made with clients, vendors and others through telephone answering responsibilities.  Contacts normally concern routine reporting or exchange of information, but occasionally will concern confidential or proprietary information.  

Specific Job Skills

Ability to project a positive company image to all inside and outside customers.  Possess excellent interpersonal and oral communication skills.  Possess a working knowledge of and ability to operate the organization’s telephone system.  Ability to utilize professional telephone and receptionist etiquette.  Ability to handle multiple assignments and/or projects simultaneously.  Able to meet high standards for accuracy and appearance of word processed materials, filing systems, and office procedures.

Education and/or Experience:

High School education or equivalent.  Minimum of 2-3 years previous work experience as a receptionist, office assistant, or closely related position is required.

Physical Requirements:

Demonstrated ability to lift up to 30 lbs. and sit, stand, and walk with scheduled breaks.  Requires frequent fingering, repetitive motions of hands/wrists, hearing and talking.
Job Conditions:

Job is performed in a small professional office environment.  Requires walking outside for short distance to pick up and/or deliver mail to delivery boxes.  Requires driving to transport outgoing mail and/or occasional errands.  Normal work hours are 8:00 a.m. to 5:00 p.m., Monday through Friday.  Some overtime is necessary.  Work environment is often fast-paced.

The physical requirements and work environment characteristics described above are representative of the physical capabilities required of an employee, and the working conditions typically encountered by the employee in performing the essential functions of this job.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions.

Sample Letter: Applicants Not Selected After One Interview

Date

Name

Address

City, State Zip

Dear Name:

We wish to thank you for applying for the _________________ position with HR Answers, Inc.  It was a pleasure to meet with you. 

The selection process has not been easy as we were fortunate to attract many high caliber and experienced candidates, such as yourself.  I am sure you are aware of how impressed we are with your skills, knowledge and background.  However, after considerable thought, we have identified a small number of candidates with whom we are continuing to discuss this position.  Regretfully, you are not among those who will be receiving further consideration.

This is certainly no reflection on your overall experience, but rather a reflection of the difficult task of matching specific qualifications to our current needs.  We appreciate all the time and effort you spent in applying, and would like to encourage you to contact us in the future if you would like to apply for other positions within our firm.  

We want to extend our best wishes for success in your search for a challenging and rewarding career opportunity.

Sincerely,

_______________________
Hiring Manager

 Sample Document: Employee Authorization Requests for References

One option is to provide departing employees during an exit interview with the choice of whether they want to authorize the organization to release information to future employees.

Option A

I, ___________________, voluntarily permit all persons with and for whom I have worked at HR Answers, Inc., to release to prospective employers any requested information regarding my employment.

This information may be given verbally or in writing.  It may include information regarding my performance appraisals, salary history, work performance and any other related information regarding my employment.

I release HR Answers, Inc. and all persons with and for whom I have worked at HR Answers, Inc. from any liability for any injury and damages that may result from furnishing to any person any information regarding my employment at HR Answers, Inc..

I understand that HR Answers, Inc. may provide future reference seekers with a copy of this form, to indicate that HR Answers, Inc. is providing this information at my request.

Option B

I, ___________________, do not permit HR Answers, Inc. to provide detailed reference information about me.

I understand that all future calls regarding reference inquiries will be provided only with:

A. My dates of employment

B. All positions that I held at HR Answers, Inc.

C. Rate of pay verification

I understand that HR Answers, Inc. may provide future reference seekers with a copy of this form, to indicate that HR Answers, Inc. is providing this information at my request.

  Signature

  Date 

Sample: Application for Employment

Thank you for considering [ORGANIZATION] in your job search.  [ORGANIZATION] is an equal employment opportunity employer and does not discriminate on the basis of sex, age, race, color, religion, national origin, mental or physical disability, marital status, uniformed services status or [ANY STATE-PROTECTED CLASSIFICATIONS].  No application will be rejected as a result of a disability that, with reasonable accommodation, does not prevent performance of the essential job duties.

CONFIDENTIAL

Please complete by printing in dark ink.

Complete all questions, and sign your initials and name on the last page where indicated.









Date

Personal Information

	Last Name
	First Name
	Middle Initial

	
	
	

	Street Address
	City and State
	Zip Code

	
	
	

	Home Phone
	Work Phone
	Date You Can Begin

	
	
	

	E-mail Address
	Position Applied For
	Salary Desired

	
	
	


	Level and Type of Education
	School Name
	City and State
	Last Year Completed
	Did You Graduate?

	High School


	
	
	9      10      11      12
	

	College or University


	
	
	Less Than 1 Year

1        2          3         4
	Degree

	Additional Schooling


	
	
	Number of Years
	Certificate or License


	                                                                       Special Skills

	Software Applications:




	Other Skills:




Employment Record

Please list your most recent jobs first.  Include military service as part of your employment record.  If you have a resume, please attach it to this form.

	Employer
	Address

	
	

	Telephone Number
	Supervisor’s Name

	
	

	Job Title
	Dates of Employment (month and year)

	
	From:


To:

	Starting Salary
	Ending Salary

	
	

	Reason for Leaving
	Essential Job Duties

	
	


	Employer
	Address

	
	

	Telephone Number
	Supervisor’s Name

	
	

	Job Title
	Dates of Employment (month and year)

	
	From:


To:

	Starting Salary
	Ending Salary

	
	

	Reason for Leaving
	Essential Job Duties

	
	


	Employer
	Address

	
	

	Telephone Number
	Supervisor’s Name

	
	

	Job Title
	Dates of Employment (month and year)

	
	From:


To:

	Starting Salary
	Ending Salary

	
	

	Reason for Leaving
	Essential Job Duties


	
	


General Information

	May we contact your present employer?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No



	Do you have the legal right to work in the United States?

(if hired, you will be required to provide identification to prove eligibility for employment)
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No



	Have you been employed or attended school using any other name?  If yes, please indicate names previously used:


	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No



	Have you ever been convicted, pled guilty or no contest, or forfeited bond or bail for any crime other than a traffic violation?

If yes, please explain:

(Conviction of a crime is not an automatic bar to employment.  Factors such as the nature and gravity of the crime, the length of time that has passed since the conviction and/or completion of any sentence, and the nature of the job for which you have applied will be considered.)
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No



	Are you able to perform the primary duties of the job as outlined in the newspaper advertisement, announcement, posting, job line, job description, with or without reasonable accommodation?

If no, please explain:


	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No



	Do you have any employment restrictions resulting from a non-compete or confidentiality agreement?

If yes, please explain:


	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No




Additional Information

Please use the space provided to list any additional employers, periods of time not worked, or any other information that you believe we should know in considering your application for employment.

Please read carefully, initial each paragraph and sign below

____
I certify that I have answered the above questions truthfully and have not withheld any information relative to my application.  I understand that any falsification, misrepresentation, or omission, as well as any misleading statements or omissions of the application information, attachments, and supporting documents generally will result in denial of employment or immediate termination, if discovered after hire.

____
I authorize [ORGANIZATION] to thoroughly investigate my references, work record, education and other matters related to my suitability for employment, and further authorize the references I have listed to disclose to the company any and all letters, reports, and other information related to my work records, without giving me prior notice of such disclosure.  In addition, I release [ORGANIZATION], my former employers and all other persons, corporations, partnerships and associations from any and all claims, demands or liabilities arising out of or in any way related to such investigation or disclosure.

____
I authorize [ORGANIZATION] to investigate whether I have a criminal record of convictions, and, if so, the nature of such convictions and all the surrounding circumstances of the conviction. [ORGANIZATION] has advised me that any criminal background check will focus on convictions, and that a criminal record will not necessarily disqualify me from employment.

_____
If hired, I recognize the rules and policies of [ORGANIZATION]. I understand that my employment and compensation can be terminated at any time, with or without cause, and with or without notice, at the option of (Organization Name) or myself.  I understand that the [DESIGNATE POSITION] of the company is the only person who will ever have the authority to create any other terms of employment and/or to enter into any employment contract and that all such contracts must be in writing and signed by both parties.  However, I also understand that unless otherwise stated in an employment contract, the company may change, withdraw and interpret other policies (including wages, hours and working conditions) as it deems appropriate.

_____
I understand and acknowledge that I may be required to submit to a physical examination, including drug test.  Additionally, I hereby authorize the release of the results of such an examination to [ORGANIZATION] for their use in evaluating my suitability for employment.  Further, I release the examining facility and [ORGANIZATION] from any and all liability, and from any damage that may result from the release of such information.

Date




Signature

Important Information to Know Before Filling Out

An Application for Employment 

1. All areas of the application must be filled out completely and accurately.  Please fill in the required information directly on the application and do not indicate “see resume.”

2. If you are offered a position with [ORGANIZATION] be aware that we may verify all of the information that you have written on the application, as well as your resume.  If there is a discrepancy in your information, the job offer may be withdrawn.  It is important to be sure that what you have written is correct.

3. If you have any questions about completing the application, it is important to please ask the [ORGANIZATION] representative who has been assisting you.


Thank you for your cooperation.

Applicant Acknowledgement

My signature below indicates that I have read and understand the importance of supplying accurate information on the application.  I am also aware of the possibility of an offer of employment being withdrawn if any of the information is not correct.

Applicant Signature





Date
Sample Letter: Unsolicited Resume
Date

Name

Address

City, State, Zip

Dear Name:

We appreciate your interest in pursuing career opportunities with HR Answers, Inc.

We would like to be able to accept all the resumes that are sent to us.  However, due to the large number of inquiries we receive, our organization’s policy is to only accept resumes for those positions in which there is a specific opening.

You may obtain information about the organization’s current job opportunities and how to apply by visiting our web page at www.hranswers.com or by looking at the listings in local newspapers.  If you are interested in a specific position, information on future openings is also available.

We want to extend our appreciation for your inquiry and do encourage you to apply for any position that fits your skills and interests.

Sincerely,

Deborah Jeffries, PHR

Recruiter

Sample Letter: Unsolicited Resume

Date
Name

Address

City, State Zip

Dear Name:

Thank you for your (letter and/or resume) addressed to HR Answers, Inc., which has been referred to me for review and reply.

I found your education and experience impressive.  Regretfully, it appears that the positions currently available are not in line with your particular interests.  Since new opportunities do become available, we encourage you to continue to monitor local newspapers, call us, or visit our web page at www.hranswers.com for updates.  

If a specific opportunity becomes available and interests you, we encourage you to apply by sending us an updated resume and cover letter.  If you are interested in a position that is not currently open, information about registering for future notification can also be obtained by calling or visiting our website.

Again, thank you.  We appreciate your interest and wish you success in your career pursuits.

Sincerely,

Deborah Jeffries, PHR

Recruiter

Sample Letter: Not a Fit

Date

Name

Address

City, State,  Zip

Dear Name:

Thank you for applying for the ____________________ position with HR Answers, Inc.

Your application has been carefully reviewed.  Unfortunately, we find that your experience and skills are not a good fit with out current employment needs.

We will keep your application on file for six months.  During that time, if you believe that you qualify for another opening, please submit a cover letter and resume requesting to have your application resubmitted.

Your interest in HR Answers, Inc. is appreciated.  We wish you success in your career pursuits.

Sincerely,

HR Answers, Inc.

Human Resources Department

Sample: Offer Letter

Date 

Name

Address

City, State Zip

Dear (Name):

Congratulations ___________________ on being selected for our ___________________ position effective ___________________ (date).  

Your initial rate of pay will be at the hourly equivalent (or annual rate) of ___________________.  This position is a Pay Grade _______, with a pay range of _______ to _______.

Your introductory period will continue until ___________________.  The purpose of the introductory period is to provide you assistance and supervision to help in the adjustment to your new position and to our organization.

Employees of HR Answers, Inc. are at-will, and are employed without any commitments as to duration of employment.  This means that you may resign or that the organization may terminate the employment relationship at any time.  The organization reserves sole discretion for determining what constitutes just cause for termination of employment.  (OR: Please refer to page ____ of your employee handbook for additional details.)

Enclosed please find information regarding benefits, including insurance coverage plans and options.  I will go over these in detail with you during your new employee orientation on ___________________ (date), at ________am/pm.  Please plan to report for work on that day, beginning at ________am/pm.  In the meantime, if you have any questions about the organization, please feel free to call me at _____________.

On your first day of employment, please bring proof that you are authorized to work legally in the U.S.  In compliance with federal immigration laws, we examine your identification and complete the enclosed form before you can begin working for us.  Please read this form and bring the appropriate documents with you.

____________________, we are most pleased to welcome you to HR Answers, Inc. and wish you all the best in your new position.

Sincerely,

Human Resources Department

Provided by HR Answers, Inc. 






www.hranswers.com

