
 
 
 

 

 

The City of Kenton, Ohio, (pop. 8,000) an “up-and-coming” community located in northwest Ohio, is 

seeking applications for a Personnel Administrator.  The successful candidate will be required to 

maintain a high level of confidentiality.  The City is looking for someone who is a motivated self-starter 

with the willingness to streamline work processes and improve workflow. A successful candidate can 

work effectively with supervisors, co-workers, outside agencies and businesses, as well as the public. 

Position Overview 

This position is responsible for maintaining personnel records (including leave accruals, disciplinary and 

accident reports), managing labor relations, benefit administration, nuisance administration, 

recruitment and selection, record retention and public document requests, Workers Compensation, 

EEOC, COBRA, and FMLA.  This position is 40 hours per week and intended to be Monday-Friday 8:30 am 

– 4:30 pm but may include some evenings and weekends dependent on administration needs and 

deadlines. 

Minimum Qualifications 

• High school diploma or equivalent required but an Associate’s or Bachelor’s Degree from an 

accredited college or university preferred  

• Experience in customer service  

• Working knowledge of Microsoft Word, Excel, and Outlook with additional payroll software 

experience preferred 

• Effective communication skills 

• Proven ability to meet deadlines 

• Proven ability to maintain confidentiality 

Additional Preferred Qualifications 

The best candidate will have at least two year’s experience in human resources or a related field and 

have some experience in labor relations.  We are looking for a candidate who has positive and effective 

communication skills (both written and verbal), customer service and time management skills, and is 

excited to join our enthusiastic team.  It is imperative this individual be able to maintain confidentiality 

while maintaining a friendly and positive attitude.   

Compensation and Benefits 

This position is in the City’s Pay Range of 5-19 with an excellent benefit package.   Applications can be 

found at www.cityofkenton.com.  Interested individuals should submit their application, resume, and 

cover letter to Cindy Hastings at chastings@cityofkenton.com.  Review of applications will begin 

immediately with interviews to begin around September 15th and will continue until the position is filled. 

Disclaimer:  The City of Kenton considers all applicants for all positions without regard to race, color, 

religion, gender, national origin, age, disability, veteran status, and any other legally protected status. 
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