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Job Posting for Human Resource Assistant & Customer Service 
 
Purpose: This full time position is split between Customer Service/Office duties and Human Resource 
duties.  Customer Service/Office duties will be performed on a daily basis, as dictated by the inflow of 
customers and projects.  Human Resource duties will be performed sporadically and as needed, 
requiring blocks of time, and may not necessarily be performed daily.  The Human Resource 
Assistant & Customer Service team member will work closely with the Shop Manager, Office 
Manager, and Office/Marketing Assistant to ensure that all pertinent duties are fulfilled, but not 
redundantly performed. 
 
 
Education and Experience: 

 Associates Degree in Business Management-Human Resource Management (BTC) or 
Bachelor of Science in Management and Human Resources 

 Office management with a minimum of 2 years experience preferred.  
 SHRM or PHR certifications a plus. 
  Expertise in Microsoft Office Suite, word processing, basic accounting, and customer 

relations. 
 Familiarity with Quickbooks. 
 Required: 

-Understanding of basic office procedures.  
-Understanding of basic human resource management and employment law 

 No smoking on premises due to flammable products 

 Mechanically-minded 

 Ability to problem solve and apply solutions to a variety of projects 

 Love of furniture and interior design 

 Appreciate fine details 
 
Basic skills required: 
 
CUSTOMER SERVICE/OFFICE DUITES 

 Answer the phone. 

 Wait on customers at the front. 

 Help with loading and unloading furniture. 

 Weekly reminder calls to customers 

 Schedule estimates, pickups, and deliveries.  

 Filing Sales Receipts, Job Tickets and Estimates. 

 Process incoming supplies. 

 Digital photo management, including down loading “before” pictures, taking and downloading 

“after” pictures. 
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 Update Google calendar for pending projects, noting when the customer will bring the project 

in and reminder calls that need to be made. 

 Update the Works in Progress. 

 Update the pricing in fabric sample books twice a year. 

 Other office duties as assigned. 

 

HUMAN RESOURCE DUTIES: 

 Participates in and supports the company recruitment, candidate selection and hiring process. 

 Research market conditions, compensation information and network with local HR groups. 

 Coordinate employee training and development through the in-house certification program. 

 Maintain the employee uniform check. 

 Participate in developing department goals, objectives and systems. 

 Participate on Safety Committee. 

 Manage the Workers’ Compensation program. 

 Track employee performance evaluations and send reminders to managers.  Attends 

benchmark and annual employee reviews, as scheduled.  Administers the compensation 

program, monitors the performance evaluation program, and revises as necessary. 

 Research employee benefit programs, including healthcare. 

 Maintains company organizational charts and the employee directory. 

 Assist with employee benefit related enrollments and terminations 

 Manages and tracks leave of absences, call-in time off, and vacation time. 

 Maintains and ensures company and employee confidentiality at all times. 

 Communicates the mission, ethics and goals of the company. 

 Assist with company events such as employee appreciation events, company picnics, holiday 

parties, etc 

 Assist in managing employee relations related to policy management, coaching, performance, 

problem resolution, incentive programs, and disciplinary actions.   

 Conduct one to two team meetings each year emphasizing team building.  Work with the Shop 

Manager throughout the year to develop a strong cooperative team environment which fosters 

a creative, fun, and productive work environment. 

 Work with the Shop Manager to develop policies and procedures specific to Idaho law, and 

maintain and update the employee handbook as needed, notifying employees of any changes.  

Consult with legal counsel to ensure that policies comply with federal and state law.  Adhere to 

the employee manual at all times.  Respond to employee inquiries regarding company policies, 

procedures, and programs. 

 Respond to notifications from state agency regarding unemployment claims filed by former 

employees.   

 Maintain current regulatory records such as OSHA forms and assist various departments to 

ensure records are current at all times 

 
Not required but helpful skills: 

 A love of furniture, interior design, and an appreciation of fine details. 



Human Resource Assistant & Customer Service Job Posting Revised 5-2019 
 

 Ability to problem solve and apply solutions to a variety of projects, customer or employee 
situations. 

 Some personal experience with sewing, refinishing, or woodworking 

 Communicate effectively verbally and in writing, with customers and other team members. 

 Knowledge of administrative and clerical procedures and systems, proficient in Microsoft Office 

Suite, managing files and records, transcription, designing forms, and other office procedures 

and terminology. 

 Good people skills and ability to work with a variety of individuals including customers, co-
workers and management. 

 Help to understand basic customer complaints, dissatisfactions, or expectations, and solve 
basic customer misunderstandings when they occur. 

 Able to lift, move and position furniture as needed, 30# +. 

 Able to understand information and apply instruction for both current and future problem 
solving and decision making. 

 Able to teach others as well as able to take instruction and constructive criticism objectively 

 Communicate effectively, both verbally and in writing, with other team members and clients as 
needed 

 
Work setting: 

 Job tasks are performed independently and in close physical proximity to other people 

 Requires working indoors with others in a group or team environment 

 Requires sitting or standing for long periods of time 

 Requires being exact and accurate 
 
 
 
Wage and work environment: 
Full time, 36-40 hours per week during regular business hours Monday-Friday, during the hours 8am-
5pm.  Starting hourly wage (no experience) is $14 per hour, up to $20 per hour DOE.   
 
Established business with “family values”.  Hourly wage to increase as skills are mastered.  No 
medical insurance provided.  Thirty day probation period with performance reviews at 30 days, 90 
days, 6 months, and yearly thereafter.   
 
To be considered for this position, apply in person at The Furniture Doctors, 15267 N. Highway 41, 
Rathdrum, ID.  Please bring with you a hand-written cover letter, typed resume and references.  You 
will need to fill out a job application.  Office hours are Monday-Friday 9am-5pm. 
 
 
 
 
 
 


