
501 East 38th Street 
Erie, PA 16546 

814-824-2000
800-825-1926

mercyhurst.edu 

Human Resources Coordinator 

Location: Erie 
Department: Human Resources 
Reports To: Director of Human Resources 
Full/Part Time: full-time 
Closes: open until filled 
FLSA: Non-Exempt 

POSITION SUMMARY 

Assists in all aspects of Human Resources operations including search, hiring, on-boarding, and off-
boarding processes; clearances management and tracking; worker’s compensation; and other 
general and specific HR tasks as required. 

DUTIES AND RESPONSIBILITIES 

Reasonable accomm acg 

,
clearances, and appointment letters.

• Manages I-9 compliance, d new positions for necessity of clearances and ensure all clearance-
required personnel have been provided appropriate training information and hav

e
maintained required clearances.

orker’s Compensation, EEOC, etc

.
• Manage the Human Resources Office work-study students, including setting and approving

hours, assigning tasks, and taking job action when required.
• Update employee and student records and enter pay information (stipends, salary changes,

https://mercyhurst.edu


etc.) in university payroll system. 
• Review payroll and assist with problem resolution. 
• Maintenance of personnel files, paper and Laserfiche. 
• Provide support for department phone and in person questions, monitor the shared HR 

email. Assist employees, students, and visitors with various inquiries. Complete 
employment verifications. 

• Assist with various scheduled and ad hoc reports (i.e., EEO reports) that involve updating 
Colleague records and/or position set-up. 

• Update HR student employment HUB with various announcements and postings 
• Assist with various functions/events to promote community/employee involvement. 
• Participation in HR or University-wide committee work. 
• 



WORKING CONDITIONS/PHYSICAL REQUIREMENTS: 
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