
 
CITY OF BEAVERTON 

invites applications for the position of:
 

Human Resources Coordinator
 

SALARY: $22.75 - $30.48 Hourly 

OPENING DATE: 01/12/22

CLOSING DATE: 01/27/22 11:59 PM

THE POSITION:

The City of Beaverton is excited to share an opening for a Human Resources Coordinator who
will support and serve the city, in close partnership within a ten-member HR team. 

Do you value each employee as a whole person whose questions and contributions are
anticipated and who is welcomed in the HR space?
Do you describe yourself as patient, highly organized, adaptable, detail-oriented, and
customer-focused? 
Are you an exceptional team player with experience in human resources and a strong
understanding of the community we serve?  
Do you thrive in a fast-paced, multicultural environment and actually enjoy working with
people?

If this sounds like you, we want to hear from you! 

The Human Resources Coordinator reports to the Employee and Labor Relations Manager,
assists in coordinating employee events and enhancing employee experience, schedules and
plans meetings and is responsible for a variety of clerical and support duties in the Human



Resources Department. The person in this role provides timely receptionist duties
and exceptional customer service to employees and residents.  

This is a non-exempt, confidential position. The incumbent will usually work “in-person” at the
Beaverton Building with limited flexibility for remote work, though flexibility in work schedule is
possible. The HR Coordinator travels to other city work locations for meetings and deliverables. 

Please note: Experience and skills will be reviewed via the main application submission only.
Resumes or cover letters are not accepted in place of completed application forms. 

Anticipated Selection Process Timeline:
First round interviews are tentatively scheduled for the week of January 31, 2022. 
Second round interviews are tentatively planned for the week of February 7, 2022. 

RESPONSIBILITIES:

Depending upon assignment, the incumbent may perform a combination of some or all of the
following duties:  

Perform duties in the Human Resources Coordinator classification and other related
duties as assigned including but not limited to: 
Provide general reception duties to internal and external customers, in-person, over the
phone, via multiple email boxes and work order system and mail distribution.
Assist Human Resources staff with a variety of clerical and administrative support
activities including entering personnel data, updating databases, spreadsheets,
organizational charts, and documents. Update, verify and track information. Provide
standard reports.
Process and reconcile a variety of invoices, credit card and/or P-Card purchases and
purchase orders. Track accounts payable payments and balances.
Create and distribute internal and external communications for HR and DEI work.
Serve on work-related and organizational-wide teams as required. 
Coordinate employee events, such as Giving Week, Red Cross Blood Drives and
Diversity, Equity, and Inclusion (DEI) events.
Schedule language proficiency tests for qualified employees and update the cultural
inclusion program with employees who have passed the test.
Respond to unemployment claims, with assistance from the Employee and Labor
Relations Manager, by promptly verifying facts including the dates of employment,
employee wages or salary, and the reason for the separation.
Process public records requests, employment verifications and personnel file review
requests.
Provide excellent internal and external customer service; create a positive experience for
customers through professional and courteous behavior and creative problem resolution;
focus on producing high quality results.
Contribute to the promotion of organizational values, including personal and professional
development; diversity, equity, inclusion and belonging; actively promote the value of
respect in a multicultural society.
Attend work and appropriately manage absences which interrupt the ability to accomplish
tasks.
Support the Talent Acquisition Team with recruitment postings, onboarding and
orientation, when needed due to absence and workload.
Provide administrative support to the Human Resources Director by performing duties of a
complex and sensitive nature. 

QUALIFICATIONS:

Minimum Qualifications:

https://www.governmentjobs.com/careers/beaverton/classspecs/1137712


Associate degree in Human Resources, Business Administration or other related
coursework, and
Two years of general office experience, preferably in a human resources environment, or
An equivalent combination of education and/or work and life experience enabling the
incumbent to perform the essential functions of the position.
Competency skills required:

Confidentiality
Organizational Skills
Critical Thinking Skills (determine importance or relevance of arguments and ideas /
reflect on the justification of your own assumptions, beliefs and values)
Commitment to ongoing HR learning
Addresses conflict in a manner that respects others

Applicants invited to interview may be administered a skills test.
Criminal Justice Information Services (CJIS) fingerprints must be completed and cleared
prior to start date. Testing must occur within 30 days of hire to receive the
CJIS certification. A passing score is 70%.
Ability to pass reference checks, degree verification check, if applicable, a drug screen,
CJIS fingerprinting and satisfy the requirements of a background check. 

Preferred Qualifications:
Bilingual in English and one of the City of Beaverton’s priority languages (Spanish, Arabic,
Korean, Vietnamese, Chinese, Russian, or Japanese) 
Experience in a human resources environment.
Experience with NEOGOV Applications, including Insight, Onboard and HRIS.

The City of Beaverton is committed to supporting a culture of accountability, equity and
inclusion for all, especially marginalized groups. We pledge to continue the ongoing,

difficult and essential work needed to address institutional racism and historical
inequities in all forms.

Beaverton is a diverse city, boasting a large population of qualified persons, including women,
veterans, Black, Indigenous and people of color, persons with disabilities, generational groups,
persons who speak many languages and are of diverse national origins. 

It is widely stated—and supported by studies—that candidates, especially women, are less likely
to apply for a job unless they believe they meet 100% of the hiring criteria. The city’s talent
acquisition goals include hiring the candidate who is best able to meet the performance
objectives of the role. We therefore encourage persons with non-traditional skill sets and
experiences to apply, even if you believe you do not meet 100% of the qualifications and hiring
criteria described.   

COMPENSATION:

Wage Range: $22.75 - $30.48 hourly
Starting wage will be determined depending on relevant work experience as outlined in the
Equal Pay Act. New hires who meet minimum requirements will start at step one. Higher steps
within the posted salary range may be offered to those who have additional years
of directly related experience to the position.  In addition to competitive pay, the city offers a wide
variety of benefits to regular employees which make up an exceptional total compensation
package.  
 
Total Compensation Package and Benefits:
The city pays the full retirement contribution to PERS including the employee portion; provides
employees with an opportunity to participate in a deferred compensation retirement plan; makes
available a public service loan forgiveness program and tuition reimbursement program; provides
a no-cost Public Transportation Pass (TriMet) and offers excellent health, dental, vision and life
insurance coverage. Wellness programs and incentives, a Health Reimbursement Account
(HRA) VEBA with 3% employer contributions, excellent paid time off accrual, PTO cash out
options, an Employee Assistance Program (EAP) and bilingual pay premiums (contingent on



leadership approval and passing a proficiency test provided by the city) are additional benefits
the city offers to all regular employees.   

Additional information regarding employee-based benefits and options can be found on the
city's Employee Benefits webpage.  

About Beaverton

Located in the heart of the Tualatin Valley, midway between Mt. Hood and the Oregon
coast, Beaverton combines the best of a big city and the peaceful surroundings of a small
town. Just seven miles west of Portland, Oregon, Beaverton is Oregon’s sixth largest city
and the second-largest incorporated city in Washington County.

Home to more than 96,000 people of all ages and backgrounds. One in three Beaverton
residents identify as a person of color, roughly 20 percent were born outside of the U.S.
and nearly 100 languages are spoken in the Beaverton School District. This richness of
cultural diversity is what makes Beaverton such a vibrant city.

Beaverton is home to 11 well-planned, distinct neighborhoods offering more opportunities
for neighbors to have fun and make a greater impact on the community. Along tree-lined
streets, neighbors are often out jogging, biking, and enjoying everything the city has to
offer all year long. From outdoor plays and concerts to art, multicultural festivals and
celebrations, Beaverton’s annual events help bring community together.

Welcoming residents and visitors alike, Beaverton is eager to share all that makes it the
best of Oregon.

Veteran’s Preference

Qualifying veterans and disabled veterans may obtain preference by submitting as
verification of eligibility a copy of the Certificate of Release or Discharge from Active Duty
(DD Form 214 or 215) or a letter from the U.S. Department of Veterans Affairs indicating
receipt of a non-service connected pension. The documentation must indicate honorable
discharge from service. Disabled veterans must also submit a copy of their veteran's
disability preference letter from the U.S. Department of Veterans Affairs, unless the
information is included in the DD Form 214 or 215. Veterans’ Preference documentation
must be submitted with your application.

Accessibility Information

This information and other application materials can be made available in alternative
formats. To request alternative formats, contact Department of Human Resources by
calling 503-526-2200 or email hrjobs@beavertonoregon.gov. Please note 711 is a free

http://www.beavertonoregon.gov/516/Employee-Benefits
mailto:hrjobs@beavertonoregon.gov


telephone relay service for people with hearing disabilities. A 711 operator will act as an
intermediary between the caller and HR staff.

APPLICATIONS MAY BE FILLED ONLINE AT: 
http://www.BeavertonOregon.gov/jobs

12725 SW Millikan Way
PO Box 4755
Beaverton, OR 97005
503-526-2200

hrjobs@beavertonoregon.gov

Position #FY21/22-00643
HUMAN RESOURCES COORDINATOR

DO

Human Resources Coordinator Supplemental Questionnaire

 
* 1. What is your highest level of education?

 High School Diploma or GED
 Some College
 Associate's Degree
 Bachelor's Degree
 Master's Degree or higher
 None of the above

* 2. How many years of general office experience do you have?
 Less than one year
 1 year
 2 years
 3 or more years

 3. Do you possess bilingual proficiency in English and any of the following: Spanish or
Arabic or Korean or Vietnamese or Chinese or Russian or Japanese, including speaking,
reading and writing?

 Yes
 No

 4. Do you have experience working in a human resources environment?
 Yes
 No

* 5. Please describe your experience working in a human resources environment.

* 6. In lieu of a cover letter, please share why you're interested in this position and how
your life or work experiences have prepared you for this role.

* Required Question

http://www.beavertonoregon.gov/jobs
mailto:hrjobs@beavertonoregon.gov

