HUMAN RESOURCES ASSISTANT

The Port of Prince Rupert is located on the scenic North Coast of British Columbia. As
Canada’s second largest West Coast port, the Port is strategically situated on the Pacific Rim,
with the deepest natural harbour in North America and direct connections to the North
American continent by CN Rail's network reach. Its facilities include modern, high-
throughput coal and grain terminals, two cruise terminals and an innovative, intermodal
container terminal anchoring the fastest and most reliable trade corridor on the West Coast.

Prince Rupert is home to amazing wildlife and wilderness adventures, unique history and
cultural experiences, and the spectacular scenery of the rugged Coast Mountain Range and
the Great Bear Rainforest. Easily accessible by air, rail, cruise ship, ferry or car, Prince
Rupert’s attractions include First Nation cultural works of art, fine North Coast galleries and
boutiques, parks and walking trails, restaurants, and coffee shops. A balanced lifestyle might
include enjoying a round of golf on the golf course or spending time out on the water
kayaking, fishing, or taking in the scenery. Reasonable housing costs, organized sports,
volunteer opportunities, modern recreation facilities, community groups and festivals all
contribute to a comfortable and fulfilling lifestyle for those living in this community.

Watch video clip of Prince Rupert at: https://vimeo.com/259248722

POSITION SUMMARY

The Human Resources Assistant provides support to the Human Resources Department in
the delivery of services, policies and programs of the Department. In particular, the
incumbent provides support in the area of Recruitment & Selection, Human Resources
Records Management, Training & Development, Employee Communications, Compensation
& Benefits Administration, Employee Performance Management, and Employee Reward &
Recognition

MAJOR POSITION ACCOUNTABILITIES

Recruitment & Selection

e Provides support in the recruitment and selection process, including acknowledging
and tracking all job applications received, circulating applications to the hiring
manager, and arranging interviews.
Manages the Port's “Careers” email account.
Provides support in the on-boarding of new hires to the organization.
Prepares itinerary and coordinates visits of out-of-town job candidates to Prince
Rupert.
Assists out-of-town new hires in sourcing for professional household movers and in
search for temporary accommodation in Prince Rupert.
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HR Records Management
e Updates and maintains the Human Resources Management System database and all
employee records and files. Ensures employee records and files are maintained in
accordance with statutory requirements and company policies and procedures.
o Updates on a regular basis the Staff Emergency Contact Information.

Employee Communications
e Provides support in the administration of the Annual Employee Engagement Survey
and Employee Council meetings.
Updates and maintains PRPA organizational charts and upload to FileHold for
reference by all employees on a regular basis.

HR Policy Development
e Provides support in the updates and maintenance of the Employee Handbook and
the Managers Tool Kit.
Maintains database of HR Guidelines and Policies & Procedures. Ensures
new/revised HR policies and related HR Forms are uploaded to FileHold for
reference by all employees when required.

Employee Relations
o Actively seeks out employees to develop and promote trust and team spirit in the
organization.

Employee Performance Management

e Assistsin the maintenance of all documentations pertaining to the Staff Performance
Evaluation Plan (PEP) and Staff Variable Incentive Plan (VIP).

Total Compensation
e Maintains database of position descriptions.
e Assists in the participation in external compensation and benefits surveys.
e Provides support in the administration of the Employee Annual Performance
Management System.
Provides support in the documentation and administration of the Job Evaluation
Program.

Employee Welfare
e Actively participates as a member of the Social & Recreation Committee (SRC) in
organizing social and recreational activities for staff and family members.
e Coordinates the sending of flowers or fruit baskets to employees away on sick leave.

Employee Rewards & Recognition
e Administers the Long Service Award Program.
e Organizes farewell parties for departing employees, including sourcing for
appropriate farewell gifts for employees leaving the organization.




Change Management

Supports the organization’s change efforts. Interacts with, and influences employees
to positively embrace organizational and technological changes.

Strategic Human Resources Management

Provides support in preparation of the HR Dashboard.

Works on special HR projects assigned by the Director, Human Resources (for
example, designing and coordinating HR-specific on-line employee surveys).

*

Training and Development

Provides support in the employee training and development database.

WORKING CONDITIONS

Works predominately in an office environment.
Regular, full-time position (37.5 hours per week). Regular working hours are Monday
to Friday, 8:00 AM to 4:30 PM, with one-hour lunch break (unpaid).

JOB SPECIFICATIONS
Formal Education

Diploma in Business Administration or related discipline.
Post-secondary education in Human Resources is an asset.

Related Experience

One to three years' related experience.
Experience working with a computerized Human Resources Management System is
an asset.

Other Requirements

Basic knowledge of related labour laws.

Enjoys working with people.

Patient, diplomatic and approachable .

Good judgment and tact in dealing with sensitive issues and confidential
information.

Good attention to details and able to multi-task.

Enthusiastic and self-motivated. Works well individually as well as in a team
environment.

Resilient. Embraces and thrives on change.

Proficient in Microsoft Office, especially Microsoft Word, Excel, Outlook, PowerPoint
and Teams.

Provide proof of full vaccination against COVID-19 with a vaccine approved by
Health Canada.

Able to obtain security clearance under Transport Canada’s Security Clearance
Program.

Possess valid Class 5 Driver's Licence.




Individuals of Indigenous descent are strongly encouraged to apply.

Interested candidates are requested to submit their application in confidence by June 29

2022 (Wed) to:

Director, Human Resources
Prince Rupert Port Authority
200 - 215 Cow Bay Road
Prince Rupert, B.C., V8J 1A2
Fax: (250) 627-8980

Email: careers@rupertport.com
No telephone inquiries please.
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