
 

 

 

 

POSITION:    Human Resources Associate – Part Time 

COMPANY:       Augustine Institute, Greenwood Village, CO 

SUPERVISOR:   Director of Human Resources 

INQUIRIES and   careers@AugustineInstitute.org  

APPLICATIONS: 

 

COMPANY INFORMATION 

The Augustine Institute is a registered 501(c)(3) Not For Profit Corporation headquartered at 
6160 S Syracuse Way ~ Greenwood Village, CO  80111 ~ 303-937-4420 voice  

Mission: The mission of the Augustine Institute is to serve the formation of Catholics for the 
New Evangelization. Through our graduate school, media, and parish programs, we equip 
Catholics intellectually, spiritually, and pastorally to renew the Church and transform the world 
for Christ. 
 

JOB DESCRIPTION 

In this vital position, you would help further the mission of the Augustine Institute by assisting 
with day-to-day operations of the HR functions and duties, and the right person would perform 
various HR functions for the Human Resources Department, including clerical and 
administrative support. Ultimately, a candidate should be highly organized, a good 
communicator, able to work autonomously, and be motivated to ensure that our HR department 
is well-organized, and operates to attract and maintain our employees. 

Being faithful Catholic is a strong plus. 

This is a part-time, hourly position for 15 to 30 hours per week with the possibility of full-time 
work in the future. Some flexibility of schedule is possible.  

JOB DUTIES  

New Hire 

• Create, review and post job openings 

• Coordinate communication hiring managers regarding candidates  

• Assist with the New Hire process, including documentation completion, orientation, 
etc. 

Payroll 

• Assist in payroll preparation by providing relevant data (absences, bonus, leaves, etc) 

• Prepare Independent Contractor agreements 
Benefits Registration and Administration  

• Communicate and assist with employee benefits  
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• Assist with benefits renewals, changes and related communication and coordination 
Employee Engagement and Development 

• Assist in evaluating new HR policies, procedures and programs 

• Coordinate HR projects (meetings, training, surveys etc) and take minutes 

• Build the company’s culture 
Record Keeping and Compliance 

• Compile and update employee records (hard and soft copies) 

• Manage employee requests regarding human resources issues, laws, rules, and 
regulations 

       
JOB QUALIFICATIONS 

• Maturity and autonomy are important.  

• Strong organizational skills are imperative. 

• Strong communication and interpersonal skills. 

• Ability to work in a dynamic environment and to adjust to new priorities as needed. 

• High attention to detail, with strong grammatical, writing and editing skills. 

• Strong proficiency using common office tools and technology, such as the Microsoft 
Suite, including MS Word, MS Excel, email, etc. 

• Four-year college degree is a plus. 

• Able to strongly embrace the overall philosophy and culture of the Augustine Institute 
and live out our mission. 

• Ability to work daily out of the Augustine Institute Greenwood Village office. 

• Previous experience in Human Resources is a plus but not required. 

 

COMPANY HISTORY 

In response to the call of Jesus Christ and His Church, the Augustine Institute is a Catholic 
Institute of Higher Education that forms disciples for leadership in the New Evangelization 
through intellectual, personal, and practical instruction so that they may renew the Church and 
transform the world for Christ. 
 
The Augustine Institute exists to equip people to play their part in what John Paul II called "the 
new evangelization" that responds to a new situation in which formerly Christian cultures have 
lost their Christian roots. The Augustine Institute's unique curriculum meets the unique needs of 
our time by blending study of Scripture and theology with analysis of the current culture and the 
practical skills necessary to present the timeless Gospel of Jesus Christ to people. 
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