
 

 

 
Town of Grand Chute 
Position Description 

 Job Title: Temporary Human 
Resources Assistant Reports To: Human Resources Director 

Department: Human Resources Date: 07/02/2026 

FLSA Status: Non-Exempt Pay Grade: Seasonal A FTE: .23 

  
General Job Summary 

The Temporary Human Resources Assistant is responsible for organizing our electronic personnel files within 
our document management system.   

 

Duties and Responsibilities Estimated 
% of Time 

1. Review and organize electronic personnel files into designated digital folders.  
Inspect digital images for clarity, legibility, and completeness to ensure no pages 
are missing, and no duplicates.  Work closely with the HR director to understand 
document categorization needs. 

40 

2. Handle sensitive paperwork in strict compliance with company confidentiality, privacy 
policies, and data protection.   

35 

3. Operate computer equipment, including Document Management System including 
Manipulating scanned data to be readable using software. 

25 

Perform additional duties as assigned and attend the Town required training. Regular attendance is required. Work 
in a manner that is aware of personal safety and the safety of others and observes safety, health and sanitation 
codes, regulations, or practices required by the Town or governmental authority. 

  
Required Minimum Qualifications 
Education & Experience 

• High school diploma or equivalent; additional certifications or coursework in office administration or 
document management preferred. 

• Proven experience in Human Resources, administrative or office roles, particularly in scanning or 
document management. 

• Proficiency with scanner equipment and document management software (e.g., Excel, Adobe Acrobat, 
SharePoint, Laserfiche). 

   
Knowledge, Skills, and Abilities 

• Strong attention to detail is required. 



 

 

• Ability to interpret information and identify errors. 
• Analytical skills. 
• Ability to work independently with minimal supervision. 

 The Town may consider any equivalent amount of credentials, licensures, training, or experience that provides 
the necessary knowledge, skills, and abilities to perform the duties and responsibilities of this job. 
 
 
 
 
 
Equipment Used 

 Computer, document management software, and general office equipment.  

  
Working Conditions 

This is a temporary position hours are flexible within normal business hours: Monday – Thursday 7:00 am – 4:30 pm and 
Friday 7:00 – 11:00 am.  This position can work no more than 500 hours for 2026.  

  
Physical Requirements 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the duties and responsibilities of the job. Reasonable accommodations may be made to enable qualified 
individuals with disabilities to perform this job.  

Ability to sustain prolonged visual concentration. 

 
Note 
The duties and responsibilities listed in this job description are intended to describe the general nature and level of 
work that may be performed. The omission of specific statements of duties does not exclude them from the job if 
work is similar, related or a logical assignment to the job. Percentage of time may vary widely depending on the 
needs of the position during any particular time period. 
 
This job description does not constitute an employment agreement between the employer and employee and is 
subject to change by the employer as the needs of the employer and requirements of the job change. 


