
Human Resources Associate-Staffing

CLIENT OVERVIEW
The client is a professional services firm that works side by side with companies to
help develop and deliver products that drive customer value and company results.
From R&D to portfolio strategy, customer insights, marketing and sales strategy,
operations and technology, the firm leverages its deep industry expertise and
leading-edge analytics to create solutions that work in the real world.

CLIENT CORPORATE ENTERPRISE FUNCTIONS operate the firm’s core internal
functions. Global teams are team-oriented, pragmatic and results-driven people
who thrive in a challenging work environment. Team members come from diverse
backgrounds but share a passion for quality customer service and
dedication—whether our customer is a client or another employee.

HUMAN RESOURCES develops and executes successful recruiting programs,
learning and expertise-development initiatives, strategic staffing assignments,
effective reporting and analytics, performance management processes, and
work-life benefits and operations.

ROLE DESCRIPTION
The client is seeking an HR professional to join their team. This individual will support
the senior staffers by ensuring effective system management and reporting that
reflect accurate capacity and skills of our consulting staff.

RESPONSIBILITIES

● Document current and future staffing commitments as they evolve over the
project lifecycle;

● Coordinate and share information between recruiting, staffing, and HR
generalists for new hires;

● Ensure proper tracking of developmental goals, skills, and expertise of team;
● Capture demand in the scheduling tools  as needed in coordination with the

scheduling leads;
● Produce and distribute standard reports (e.g. capacity, utilization, etc.);
● Provide ad-hoc reports as needed;
● Monitor hours reports and highlight exceptions to appropriate people;
● Maintain the scheduling system with regular audits to ensure data integrity;
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● Provide support on tools training as needed with employees.

QUALIFICATIONS

● BA/BS degree required with strong academic performance;
● Fluency in English is required, additional fluency in at least one European or

Asian language is desirable;
● 1 year of relevant work experience;
● Training, education or experience must be relevant to the role;
● Excellent organizational skills and an ability to multitask;
● Strong analytic skills/comfort with data analysis;
● Strong verbal and written communication skills;
● Attention to detail and commitment;
● Proficiency with MS Office Suite (Word, Excel, PowerPoint, Outlook).
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