
Job Title: HR Assistant  FLSA status: Non-Exempt 
Department: Human Resources  Classification: Full Time  
Reports to: Director of Human Resources                         Location: Salt Lake City 

 

To apply: Submit your cover letter with salary requirements and resume to jobs@ragnarrelay.com 

 

Ragnar exists to make life more awesome. We are a group of active people who seek to work with individuals who work 
hard and play hard and have a deep desire to be successful. Ragnar is a Utah-based company with a national footprint, we 
are a premier series of overnight road and trail running relay adventures.  
 

We offer a great benefits package including 75% paid health care premiums, 401K & match, open PTO policy, one free 
Ragnar team registration per year with travel and much more. 

 

Position Summary: Under supervision, the Human Resources (HR) Assistant will assist with day-to-day HR operations and 
perform clerical duties. The HR Assistant will also cover Customer Service, as needed. This is an ideal role for someone who 
enjoys working in a dynamic, fast-paced environment and is interested in learning all areas of HR.  
 

Qualifications:  

 Associates degree or higher, or equivalent experience required 

 1-2 years of administrative experience 

 Basic Microsoft Outlook and Word skills, Proficient Microsoft Excel skills 

 Detail-oriented self-starter with ability to prioritize projects, work within short time frames and meet deadlines 

 Well-organized with strong time management 

 Strong attention to detail and the ability to accurately and efficiently enter data 

 Exceptional work ethic and judgement 

 Ability to maintain strict confidentiality regarding payroll, benefits and employee issues 

 Outstanding interpersonal skills - must display patience, humor and helpfulness 
 

Essential functions and responsibilities: 

 Create and maintain HR files, audit files ensuring all required employee documentation is collected and maintained 

 Update company organization charts and the employee directory 

 Post job descriptions on company website and various job boards for open positions 

 Screen resumes and schedule interviews 

 Support new hire on-boarding by scheduling orientations and creating new hire packets 

 Maintain HR spreadsheets and HR data 

 Assist with termination process by preparing termination paperwork and scheduling exit interviews 

 Complete employment verifications 

 Help plan employee events 

 Serve as back-up to Customer Service 

 Miscellaneous HR and Customer Service projects and tasks as assigned 
 

Physical demands and work environment: The physical demands and work environment characteristics described here are 
representative of those that must be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

 Physical demands: While performing duties of job, incumbent is occasionally required to stand; walk; sit; use hands 
to finger, handle, or feel objects, tools, or controls; reach with hands and arms; talk and hear. Employee must 
occasionally lift and/or move up to 20 pounds. Specific vision abilities required by the job include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

 Work Environment: The noise level in the work environment is usually moderate. 
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