Human Resource Recruiter/Generalist & 
Human Resources Administrator 
Mosteller & Associates, Berks County’s premier HR consulting firm, has an immediate opportunity for a full-time HR Recruiter/Generalist and an HR Administrator to work on-site at one of our Berks County clients. In addition to strong HR knowledge and impeccable ethics, the successful candidates for the Recruiter/Generalist position will have a BA/BS in business, HR or related field; 3-5 years of experience as an HR Recruiter/Generalist; ability to effectively resolve employee relations issues while handling multiple day-to-day HR duties; display strong customer service orientation; and the ability to communicate professionally at all levels within the organization.  A client-focus and high commitment to excellence required; PHR and/or SHRM-CP certification a plus.
The ideal candidates for the HR Administrator will be able to perform administrative and technical support assignments relating to benefits, payroll, recruitment, and employee relations.  Applicants will have previous administrative experience in HR, strong organization and communication skills, proven computer proficiency in MS Office, ability to coordinate multiple activities, work independently, prioritize, and meet deadlines.  
Qualified applicants interested in either of these “hands-on” opportunities may send a resume along with salary requirements to:
Attn: Stacy Yerger
Mosteller & Associates
2433 Morgantown Road, Suite 100

Reading, PA  19607

(610) 779-7954 Fax

stacy@mostellerhr.com

EOE M/F/D/V

