Human Resources Administrator
Liberty Staffing Services Inc.
Mississauga, Ontario

Liberty Staffing Services Inc. is currently looking to hire an internal Human Resources Administrator in Mississauga, Ontario. The Human Resources Administrator will be responsible for administering all HR related functions while developing and maintaining trusting professional relationships with management and employees across all 11 branches. 
Our company, Liberty Staffing Services, is a dynamic leader in the employment industry with multiple offices throughout Southern Ontario. Our growth and success since 1999 can be attributed to our ability to bend and shift through any economic climate, while maintaining a high level of service to our client companies. 
The ideal candidate will have general experience in several facets of human resources, possess the ability to work independently and in a collaborative environment, and have sound administrative skills. The Human Resources Administrator will work closely alongside the Manager of Sales Operations to achieve Liberty Staffing’s objectives.  
Responsibilities
· Update and maintain employee records and HR databases

· Administer, facilitate and coordinate the onboarding of all new hires

· Communicate, collect and document forms and testing completed by internal employees
· Create, update and document all internal employment agreements

· Collaborate with managers and facilitate the recruitment process for internal positions across Liberty Staffing

· Create and carry-out HR projects and training

· Update, revise, communicate and provide interpretation of company policies
· Process internal payroll and assist branch managers with assignment employee payroll
· Administer the employee benefit program

· Create agendas, record minutes, and facilitate quarterly Health & Safety meetings

· Collect, review and provide feedback on health and safety documentation and inspections completed by each branch
· Assist with performance and misconduct matters, disciplinary actions and terminations as required

· Assist internal employees with interpretation of new and existing legislation
· Review and organize payables prior to sending to managers and accountants
· Communicate with landlords regarding payments, lease renewals and negotiations
· Compile and submit various reports

· Participate in management meetings   

· Travel to other offices when required

· Other duties as assigned
Knowledge and Skill Requirements
· Proven work experience in Human Resources
· Excellent interpersonal and communication skills

· Strong prioritization, time management and multi-tasking skills

· Knowledge of the current employment legislation 
Qualifications
· Minimum 1 year experience in HR
· 2 – 3 years’ experience working in a service based environment

· Possess a College Diploma or University Degree in Human Resources or a related field
The selected candidate will be required to travel to our Kitchener office for training 4 days a week for approximately one month. Travel costs will be reimbursed for this training period.
If you are interested in this exciting opportunity, and are ready to start the path to your new career, please reply to this ad with your resume to recruiting@libertystaffing.ca or apply on our website at www.libertystaffing.ca/careers. 
Thank you to all who apply, however only selected candidates will be contacted. Liberty Staffing Services Inc. is an equal opportunity employer.

Liberty Staffing Services welcomes and encourages applications from people with disabilities. Accommodations are available on request for candidates taking part in all aspects of the selection process. To request an accommodation, please contact Liberty Staffing Services.
