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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. 
• 
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