
 
 

Job Description 
 

Job Title: Human Resources & Credentialing Assistant 

Position Supervisor: Director of People & Engagement 

Pay Grade: Full-time, hourly (non-exempt), includes benefits 
 
Job Summary:  Provides administrative support and assistance to the Director of People & 

Engagement (HR). Assists in implementation of employee engagement initiatives, benefits 

administration and enrollment, personnel file management, and internal communications. Is 

responsible for the credentialing of clinical staff and programs with payer sources.   

 

Essential Functions: 

1. Maintain provider information files at the direction of the Director of HR. This may include 

but is not limited to: submission of managed care and third party private insurance 

provider applications, submitting updates as needed 

2. Assist in the recruiting process, including updating job descriptions, posting open 

positions, interviewing, conducting professional reference checks, etc.  

3. Assist in the onboarding and training of new staff members, including new hire 

paperwork, completion of required background screenings and reports, new employee 

orientation content and training schedules, etc.  

4. Receive provider credentialing applications and contact providers for any additional 
supporting documentation or clarification 

5. Accurately and efficiently process all credentialing required 
6. Ensure personnel files are complete and up-to-date 

7. Prepare and edit correspondence, communications, presentations and other documents 

8. Design and maintain databases, spreadsheets and trackers 

9. Conduct research, collect and analyze data to prepare reports and documents 

10. Arrange and coordinate meetings and events 

11. Liaise with internal staff at all levels, disseminate internal communications as requested 

12. Coordinate project-based work 

 

Other Job Functions/expectations: 

1. Run business errands as needed or requested 

2. Represent agency Human Resources at recruitment or networking events at the 

discretion of the Director of HR 

3. Maintain confidential information. 

4. Other projects, duties and responsibilities as assigned. 

 

Required Skills/Physical abilities: 

1. Demonstrated ability to work independently 

2. Excellent organizational skills 

3. Effective listening; ability to follow written and verbal instructions 

4. Attention to detail and accuracy 

5. Excellent written and verbal communication skills 

 

 



 
 
Educational/Experience Requirements: 

1. High school diploma or equivalent 

2. Associate’s Degree in Business, Human Resources, Social Science, or related field; 

Bachelor’s Degree preferred 

3. Two or more years of experience in behavioral health and/or human resources 

4. Proficiency in computer systems, internet research, Microsoft Office Suite, and other 

technology platforms 

 

Licensing or other requirements: 

1. Must be at least 21 years of age 

2. Must have a valid driver’s license and clean DMV record 

 

Demonstrated Competencies: 

1. Adaptability: Adapts to change, open to new ideas and responsibilities 

2. Communications:  Communicates well (written and verbal), delivers presentations, has 

good listening skills 

3. Dependability: Meets deadlines, works independently, accountable, maintains focus, 

punctual, good attendance record 

4. Ethics: Honest, accountable, maintains confidentiality 

5. Sense of Urgency: Meets deadlines, establishes appropriate priority, gets the job done in 

a timely manner 

6. Interpersonal Skills: Builds strong relationships, is flexible/adaptable, works well with 

others, solicits feedback 

7. Teamwork: Accountable to team, works to meet established deliverables, appreciates 

view of team members, respectful 
 
 
 

* CenterPointe reserves the right to modify, interpret, or apply this job description in any way 
the agency desires.  This job description in no way implies that these are the only duties, 
including essential duties, to be performed by the employee occupying this position.  This job 
description is NOT an employment contract, implied or otherwise.  The employment relationship 
remains “AT-WILL.”  The aforementioned job requirements are subject to change to reasonably 
accommodate qualified disabled individuals* 
 


