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JOB DESCRIPTION  

Associate, Team Relations 

General Description 

The Associate, Team Relations role reports to the Manager, Team Relations and is responsible 

for performing HR-related duties on a professional and confidential level.  This role carries out 

responsibilities in the following functional areas: benefits administration, training, onboarding, 

policy implementation, and recruitment.   

Focus Areas of Responsibility 

Benefit Administration 

▪ Assist in the administration of health and welfare plans and procedures for all team

members; assists in the enrollment, changes, and terminations. Processes required

documents through payroll and insurance providers to ensure accurate record keeping and

proper deductions.

▪ Provides internal customer service functions by answering employee requests and

questions related to benefits.

▪ Audit benefit invoices and submit payments.

Recruiting/Onboarding 

▪ Assists in recruitment and interviewing process for potential team members, ensures that

hiring process is followed and completes new hire onboarding with TR Manager and Hiring

Team Lead.

▪ Send orders/requests to Kress for pre-employment background checks and drug screens.

▪ Invite and send the DISC Assessment Instructions to potential Team members.

▪ Provides new hire onboarding by creating team member profiles on the HRIS, sends first

day instructions, gathers first day marketing materials, coordinates orientation with the

team lead, and assist in the enrollment of benefits.

▪ Verifies and maintains I-9 documents for all team members.

Employee Development 

▪ Assists with the preparation of the performance review process by creating team templates,

scheduling team review sessions, and assisting with follow up action items.

▪ Maintains company organization charts and the employee directory.

▪ Maintains human resource information system records and compiles reports as needed.

Administrative 
▪ Assists with the processing of Team Relations paperwork, including making photocopies,

sending faxes, maintaining team member files, and completing verifications of employment.

▪ Coordinate office benefits such as open enrollment, education sessions, and massage

Fridays.



▪ Coordinate MBARK session details such as attendees, leaders, transportation, and all

other logistics required for the event.

▪ Creation of Team Relation documents and forms as needed

▪ Performs other related duties or ad hoc projects as needed.

Qualifications 

▪ 0-3 years of related experience desired.

▪ Desire to add value and grow with the company.

▪ Strong ability to work and thrive within a team environment.

▪ Exceptional organizational skills.

▪ Strong character and ethical values.

▪ Strong work ethic.

▪ Advanced proficiency and knowledge of Microsoft Office, Word, Excel, PowerPoint, and

Outlook.

▪ Punctual / Dependable / Flexible / Quick Learner / Self Starter.

Preferred Qualifications: 

▪ Bilingual

▪ Degree in Business, Human Resource Management, or Human Resource Development

▪ InDesign program experience for the development of training materials and presentations,

forms, and employee paperwork.

Additional Skills 

▪ Ability to maintain all information with the highest degree of confidentiality.

▪ Ability to manage multiple priorities in a fast-paced, deadline-oriented environment.

▪ Ability to follow written and oral instructions.

▪ Exceptional follow-through skills.

▪ Exceptional communication skills.

▪ Fiscally responsible and uses reasoned judgment.

▪ Ability to plan ahead and think “outside the box.”




