
 
Miami-Dade County, Florida 

 
  JOB DESCRIPTION                         
To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily. 
Reasonable accommodation may be made to enable individuals with disabilities to perform the primary job functions 
herein described. Since every duty associated with this position may not be described herein, employees may be 
required to perform duties not specifically spelled out in the job description, but which may be considered to be 
incidental in the performing of their duties just as though they were actually written out in this job description.  

Administrative Services Coordinator - HR 

Department: Operations 
Pay Grade:  A4  
FLSA Status:  Exempt  

JOB SUMMARY 

This Administrative Services Coordinator – Human Resources is responsible for assisting in a 
variety of functions related to the administrative services of The Children’s Trust’s operations 
which include continuous quality improvement, planning, coordination, and management of 
special projects related to the area of Human Resources.  
 
This position includes, but is not limited to, assisting in the development of procedures, project 
management, and assigned tasks related to Human Resources matters.  
 
Supervisory Responsibilities  
This position has no supervisory duties. 
 

ESSENTIAL JOB FUNCTIONS 

 Assist in developing, managing, and executing special projects and HR work assignments. 
 Manages incoming and outgoing communications to/from applicants, new hires and staff via 

telephone, email, and written correspondence. 
 Assist with maintaining project management software and provides status updates. 
 Assist in coordinating internal and external schedules for the meeting calendars for 

interviews, new hire orientation, and offboarding.  
 Assist HR manager with recruiting, employee record-keeping, and payroll processing.  
 Assist with producing reports related to performance reviews and other HR tasks, and 

planning workplace preparation sessions. 
 Performs other related duties as assigned.  
 

QUALIFICATIONS 
Education and Experience: 
Requires a bachelor’s degree in Human Resources, Public Administration, Business 
Administration, or related field; two (2) years of experience working in the public sector or with 
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a governmental entity in administrative services; or equivalent combination of education and 
experience. With HR Certifications (PHR, SHRM-CP) or HR Certificate, preferred.  

Knowledge, Skills, and Abilities:    
 Knowledge of departmental policies, plans, and procedures. 
 Knowledge of modern office practices, plans, and procedures. 
 Knowledge of Microsoft Word, Excel, PowerPoint, and other job-related computer programs 

and software applications. 
 Skill in planning, developing, and implementing a variety of projects. 
 Skill in problem-solving and making quick decisions using knowledge of organization. 
 Skill in effective communication, both orally and in writing. 
 Skill in prioritizing and organizing work. 
 Skill in the use of office equipment such as a computer, multi-line telephone system, scanner, 

fax machine, and copier. 
 Ability to use computers for data entry, word processing, and/or accounting purposes. 
 Ability to work independently with minimal supervision. 
 Ability to follow multi-step directions. 
 Ability to multi-task day to day duties. 
 Ability to establish and maintain effective working relationships with managers, service 

providers, other employees, and the public. 

WORKING CONDITIONS 

The work environment characteristics described are representative of those an employee 
encounters while performing the essential functions of this position. In the course of daily work, 
the incumbent alternates physical activities such as sitting and walking. In addition, extensive use 
of computers (monitors and keyboards) includes sitting for long periods of time and consistent, 
repetitive hand motion use of computer keyboard is essential to the position. Specific vision 
abilities required by this position include close vision, distance vision, depth perception and the 
ability to focus. May be required to lift items of moderate weight up to 25 pounds.  
 

The Children’s Trust of Miami-Dade County has the right to revise this job description at any 
time. This description does not represent in any way a contract of employment. 

 

_______________________________   _______________________________ 

Employee Signature                                                 Date 

 
The Children’s Trust of Miami-Dade County commits to a policy of equal employment opportunity for applicants and 
employees, complying with local, state, and federal laws. The Trust’s policy is to employ qualified persons without 
discrimination on the basis of any protected characteristic, including race, color, religion, national origin, citizenship, 
sex, political affiliation, veteran’s status, age, genetic information, sexual orientation, gender identity, to include 
transgender status, disability or status in any other group protected by federal/state/local law.  


