
Human Resources Administrator 
 
 

Red Ventures is one of the nation's most exciting online marketing companies. We have been repeatedly 
recognized for our great work environment, and in 2010 we were named the best large company to 
work for in the Charlotte metro area by the Charlotte Business Journal. We have twice been named one 
of the nation’s fastest-growing private companies by Inc. magazine. As a leading customer acquisition 
partner for household names like DIRECTV and ADT Security Services, we generate hundreds of 
thousands of new customers each year through an array of unique online marketing channels and a 
powerful sales engine.  
 
We are currently seeking an HR Administrator to support the needs of our fast-paced Human Resources 
department at our Miramar, FL location.  Qualified candidates must be energetic, outgoing, and willing 
to go the extra mile to get the job done.  This is a great opportunity for a top-performer who is just 
beginning their career in the Human Resources field. 
 
Responsibilities Include: 

-Perform administrative functions, including maintenance of personnel and benefits files. 

-Input and maintain employee information in HRIS, Payroll, and Time & Attendance systems. 

-Verify and maintain I-9 documentation. 

-Prepare new hire pre-employment and orientation materials. 

-Conduct new hire orientations. 

-Prepares and maintains departmental reports as required. 

-Serve as a primary point of contact regarding policies and procedures, payroll and employee benefits. 

-Act as the primary back-up for the receptionist for breaks and lunches. 

 
Qualifications: 

-1-2 years of relevant experience with highly rated performance 

-Must have strong organizational skills and be able to handle multiple projects simultaneously and meet 
deadlines consistently 

-Ability to perform efficiently and effectively in a fast-paced, deadline oriented environment 

-Must have extremely strong problem solving and communication skills in order to research and answer 
payroll and other HR related questions from employees 

-Excellent attention to detail 



-Team player mentality  

-Excellent communication skills, both oral and written 

-Ability to handle matters of confidentiality with the utmost tact and diplomacy 

-Proficiency in Microsoft Word, Excel, and Outlook 

-Bachelor’s Degree in Human Resources or related degree 

 


