
 

 
 
GENERAL PURPOSE 

The purpose of the position is to provide administrative and human resources support on a daily 
basis 
 
 

RESPONSIBILITIES 

Essential functions of the job are listed below.  Other responsibilities may also be assigned.  Please note that the essential functions may vary depending 
on department size, organizational structure and/or geographic location.  Reasonable accommodations may be made to allow differently-abled 
individuals to perform the essential functions of the job. 

 

Primary Responsibilities 

 Human Resources 
 Collect bi-weekly employee timecards and PTO forms 
 Maintain company records including HR files and stock option agreements 
 Coordinate the posting of open job requisitions and candidate interviews 
 Schedules and coordinates new employee orientations. 
 Assists with communication of benefit programs changes and updates. 
 Posts required labor law information. 
 Screens and routes telephone calls. 
 Performs general clerical duties including but not limited to filing, photocopying, faxing, and 

mailing. 
 Demonstrates a high level of professionalism in dealing with confidential and sensitive issues. 
 Assists with scheduling and managing temporary workers as needed. 
 Maintains and orders supplies for the human resources department as needed. 
 Performs other related duties as assigned by management.  

 
 
Office Administration  
 
 Perform daily administrative duties for executives including coordination of business meetings 

and internal company calendars 

 Support business travel needs of key employees as needed 

 Maintain front desk, including answering phones, greeting visitors, 

 Check office mails and process them daily 

JOB DESCRIPTION 

Company: PBS Biotech, Inc 

Department: Human Resources 

Position/Title: Human Resources Coordinator 

Location: Camarillo, CA  

Reporting To:  

FLSA Status: Non-Exempt 



 
 

  

 Check office supply status, and order them as required 

 Make online or in-store purchases requested from submitted Purchase Requisitions 

 Manage company phone services and Company Emergency Contact list 

 Maintain company records of Non-Disclosure Agreements (NDA's) and business contracts

 
MINIMUM QUALIFICATIONS 

The following are the minimum qualifications that an individual needs in order to successfully perform the duties and responsibilities of this position.  
Please note that the minimum qualifications may vary based upon the department size and/or geographic location. 
 

Knowledge/ Experience 

  
 One to two years related experience. 
 College degree desired but not required 
 Proficient on Microsoft Suite (word, excel, outlook, teams, & PowerPoint) 
 Keystroke a minimum of 50 wpm. 
 Versatility, flexibility, and a willingness to work within constantly changing priorities with 

enthusiasm. 
 Excellent verbal and written communication skills. 
 Proven ability to handle multiple projects and meet deadlines 
 Strong interpersonal skills. 
 Ability to understand and follow written and verbal instructions 
 Ability to deal effectively with a diversity of individuals at all organizational levels. 
 
 

Skills/ Abilities Pertinent to This Position 

 
 Effective oral and written English 

communication skills. 
 Ability to work both independently and as a 

contributor to a team. 

 Ability to multi-task with a high degree of 
self-motivation and good ethics. 
 
 

 
PHYSICAL DEMANDS 

In general, the following physical demands are representative of those that must be met by an employee to successfully perform the essential functions 
of this job.  Reasonable accommodations may be made to allow differently-abled individuals to perform the essential functions of the job. 

 
Must be able to see, hear, speak and write clearly in order to communicate with employees and/or 
vendors; manual dexterity required for occasional reaching and lifting of small objects, and operating 
manufacturing equipment.  Must be able to lift various weights as needed to meet job requirements.  

 
WORK ENVIRONMENT  

In general, the following conditions of the work environment are representative of those that an employee encounters while performing the essential 
functions of this job.  Reasonable accommodations may be made to allow differently-abled individuals to perform the essential functions of the job 
within the environment. 
 

 


