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4Cs Now Hiring: Human Resources Assistant 
 

Are you inspired by the mission of 4Cs?   
Do you want to make a powerful difference in the community?  

 
The Community Child Care Council is looking for an outstanding individual to join the team! The HR 

Assistant will provide administrative support to the Human Resources function, including 
employment, compensation, benefits, training, employee relations, and other services in support of 

the agency mission. Eligible candidates must be highly organized and detail oriented with strong 
interpersonal and customer service skills. Additionally, candidates must understand the importance 

of maintaining employee confidentiality and exercise good judgement. 

 
Primary Duties and Responsibilities 

 Perform administrative tasks related to recruitment including posting positions on various job 
boards, scheduling interviews, and preparing interview packets 

 Facilitate new hire onboarding including background checks, paperwork, and assignment of 
required trainings  

 Complete employment verifications for current and former employees 

 Manage personnel documents, employee information, and various databases; follow 
document retention policies and purges files in compliance with protocol 

 Track and maintain various required forms and posting, including labor law posters, auto 
insurance, van driver agreements, and self-screening logs 

 Provide timely and reliable employee support that generates a high level of employee 
engagement and confidence through effective communication and efficient issue resolution  

 In collaboration with the payroll function, support the agency's benefits administration, 
including Open Enrollment and ACA filing 

 Coordinate administration of workers’ compensation, disability and unemployment claims 

 Represent HR on 4Cs Committees and coordinate annual Committee Fair 

 Provide a high level of service to staff while maintaining positive, professional, and respectful 
interactions 

 Perform other duties as requested by the Human Resources Director 
 

Skills and Qualifications 

 Minimum 2 years administrative experience 

 Bilingual in English and Spanish required 

 Demonstrated proficiency with computer technology, Microsoft Office Programs, internet, 
data analysis and operating office equipment 

 Ability to work in fast-paced environment with versatility, flexibility, and a willingness to work 
within constantly changing priorities with enthusiasm and positive attitude 

 Excellent verbal and written communication skills and ability to work with persons from 
various social, cultural, economic, and educational backgrounds 

 Demonstrates good judgement and discretion, maintains a high level of confidentiality, and 
handles sensitive employee issues with tact and professionalism 

 Strong interpersonal skills with ability to build relationships at all levels of the organization 

 Strong organizational, problem solving, and analytical skills; acute attention to detail 
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 Self-motivated with an ability to work independently as well as collaborate with other team 
members 

 Valid California driver’s license and insured automobile with ability to travel to 4Cs facilities in 
Sonoma County (including Cloverdale) 

 
To apply, please submit a cover letter and resume via email: 

employment@sonoma4cs.org 
 

Pay range: $21-$23 per hour 
 

Schedule: 20-30 hours/week 
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