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Human Resources Administrative Assistant
Work-study

Hiring Information

Hiring Unit: SOE

Pay Rate: 15.00

Final Filing Date: 4/30/21 or
Until Filled

Employment Date: Jan-20-2021 TO 6-30-2022

Hours: 10-20

Schedule: M-F, 9-5 - Flexible

Job Description

Skills
Required:

- Ability to prioritize work with multiple deadlines.

- Ability to work in a team and independently.

- Ability to quickly learn and apply administrative skills including knowledge of general

processes and procedures.

- Ability to problem solve with professional acumen.

- Excellent record keeping and organizational skills with strong attention to detail and

ability to establish and maintain files.

- Ability to exercise good judgment and discretion when handling confidential information.

- Experience using word processing, spreadsheets, databases, email, G Suite, and Zoom

- Excellent communication skills, both orally and in writing.

- Ability to interface effectively and professionally with diverse groups of staff,

faculty, researchers, principal investigators, and candidates.

- Valid CA Driver License and ability to drive and work onsite. 

Skills
Preferred:

- Experience working in an office/clerical environment.

- Human Resources experience

Percentage
of Time Duty

50% Clerical Support:

- Schedule Zoom interviews in Google Calendar and confirm with candidates

- Under supervision, assist with the coordination of onboarding and offboarding personnel

- Maintain documents on internal shared electronic filing systems

- Create and maintain spreadsheets for management of information as needed

- Assist with preparing correspondence

- Special projects as assigned

50% Facilities, Equipment, Mail: 

http://www.careercenter.ucsc.edu/ers/erspub/main.cfm?action=non_workstudy
http://www.careercenter.ucsc.edu/ers/erspub/main.cfm?action=workstudy
https://www.careercenter.ucsc.edu/ers/ersstudent/main.cfm?action=retrieveSaved


- Regular campus mail/package pick up and coordination of distribution to appropriate

personnel

- Assist with assigning, distributing, and tracking equipment

- Coordinate pick up and return of equipment

- Record and track equipment inventory

- Maintain office cleanliness and supply inventory

- Other duties as assigned

Courses
Required:

Checklist: Computer  Keyboarding Filing  Alpha

 Macintosh  Numerical

 Windows  Color

 Unix Driving  Car

 HTML  Van

 Word Processing  Truck

 Spreadsheet Other  Lifting

 Databases  Fingerprinting Required

 Other  Hazardous Substances

Special
Comments:

Comprising diverse researchers from a variety of disciplines across academic divisions,
the UC Santa Cruz Genomics Institute leads UC Santa Cruz’s efforts to unlock the world’s
genomic data and accelerate breakthroughs in health and evolutionary biology. Our
platforms, technologies, and scientists unite global communities to create and deploy
data-driven, life-saving treatments and innovative environmental and conservation efforts,
while addressing the most fundamental societal and policy questions.

This active administrative office supports the scientific efforts of the UCSC Genomics
Institute, including overall operations, research and teaching efforts of GI faculty,
which includes approximately 120 staff, postdocs, and students involved in projects
supported by funds from the federal and state governments, private gifts, and the Howard
Hughes Medical Institute (HHMI).

Payroll Information

Service Team: SHR Operations

Hiring Supervisior: Lowenberg, Marissa

Supervisor Phone: 831-459-4720

Supervisor Email: mlowenbe@ucsc.edu

Account Numbers: 19900-444015

Home Department: SC3572

Classification: Assistant IV

Title Code: 4919

Date Approved: 1-20-2021
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