
 
JOBS 

ON- SITE 

  
Executive Admin- Contract Specialty  
Tata Consultancy Services- Edison, NJ 
See information below 
 
HR Benefits Specialist 
SHI International Corp.- Somerset, NJ 
Apply Here 
 
Human Resources Director 
Radwell International- Willingboro, NJ 
Apply Here 
 
Employee Relations Compliance Specialist  
Avis Budget Group- Parsippany, NJ 
Apply Here 
 
Human Resources Benefits 
Morgan Benjamin Search Group- Parsippany, NJ 
Apply Here 
 
Associate, Community Relations and Employee Engagement  
NRG Energy– Princeton, NJ 
Apply Here 
 
Human Resources Executive 
Bank of America- Pennington, NJ 
Apply Here 
 
Student Trainee 
National Labor Relations Board– Multiple Locations  
Apply Here 
 
HYBRID/REMOTE 
 
Court Executive 1B- ADM (Human Resources) 
New Jersey Courts- Mount Holly, NJ 
See attachments for more information 
Apply Here 
 
Labor Associate 
Jackson Lewis P.C.- NY, NY 
Apply Here 
 
Manager, Employee Relations 
ESPN- NY, NY 
Apply Here 
 
Employee Relations Specialist 
Social Capital Resources- NY, NY 

7.15.2024 LISTSERV 

https://careers-shi.icims.com/jobs/16966/hr-benefits-specialist/job?mobile=false&width=1223&height=500&bga=true&needsRedirect=false&jan1offset=-300&jun1offset=-240
https://www.radwell.com/Careers
https://www.linkedin.com/jobs/search/?currentJobId=3958096614&geoId=101651951&keywords=human%20resources&location=New%20Jersey%2C%20United%20States&origin=JOBS_HOME_SEARCH_BUTTON&refresh=true
https://www.linkedin.com/jobs/search/?currentJobId=3955955792&geoId=101651951&keywords=human%20resources&location=New%20Jersey%2C%20United%20States&origin=JOBS_HOME_SEARCH_BUTTON&refresh=true
https://careers.nrgenergy.com/nrg/job/Princeton-Associate%2C-Community-Relations-and-Employee-Engagement-%28hybrid%29-NJ-08540/1150131600/?feedId=173400&utm_source=LinkedInJobPostings&utm_campaign=NRGEnergy_LinkedinSlots
https://careers.bankofamerica.com/en-us/job-detail/24025451/human-resources-executive-preferred-banking-multiple-locations
https://www.usajobs.gov/job/793835500?fbclid=IwZXh0bgNhZW0CMTEAAR3STr7-GPUi_eYRFv3WKl3ueAZMkE6zLyWcDGQMxIgkqO0A1sKcXCao-qw_aem_ARVbgpK4sjZXhkhTd-Nczh32zEEh-TfSNvSBMYAcP7ns-op4qUhJRrpct1bbYYRvrebbeM5Rdh5umkv63IBUqvcl
https://www.governmentjobs.com/careers/njjudiciary/jobs/4565997/court-executive-1b-adm-human-resources
https://jacksonlewis.wd1.myworkdayjobs.com/JacksonLewisLawyerCareers/job/US---NY---New-York-City/Labor-Associate_R439-2023
https://www.disneycareers.com/en/job/-/-/391/59911875600


Apply Here 
 JOB DESCRIPTION 

 
Executive Admin- Contract Specialty  
Tata Consultancy Services- Edison, NJ 
Send resume to Melissa Gomez at melissa.gomez1@tcs.com 
 
The Executive Administrative position is responsible for independently & collectively performing day 
to day corporate administrative task including Contracts, Data Entry, MIS Reports, Billing & Payments 
etc. 
Responsibilities: 

A. Vendor & Contract Management: 
a. Act as a company representative and point of contact when corresponding with vendors 

and contractors regarding Contracts, quotations, Invoices, Reimbursable requests, and 
other items as needed. 

b. Track vendor contract agreements, review agreements, request agreements renewals. 
c. Coordinate with legal team and vendors on contract agreements and ensure valid 

agreements are available for all vendors. 
d. Reconciliation with the vendor on monthly basis to avoid outstanding payments. 

B. MIS, Billing & Reports: 
e. Create, maintain, and update monthly, quarterly, and per-request MIS/Reports 

involving Vendor Invoices & Contracts, Budgeting, Provisioning for NA Geography. 
f. Prepare Annual and Quarterly Budget of the location in consultation with Location 

Admin Head and have the budget and expenses reviewed/approved by Head of 
Administration, NA. 

g. Monitor & Tracking of Capex & Opex Expenses and any open items related to NA 
geography. 

h. Ensure all invoices related to Goods/Services/Critical Items/Equipment are updated in 
a timely manner and tracked till closure. 

i. Monitor, Track & Coordinate with finance on vendor payments in a timely manner, 
ensuring no outstanding payments. 

Qualifications and associated Attributes: 

• Associate degree. 
• 2- 5 years’ experience in Administrative Function of a medium sized facility (> 300 associates) 

preferred. 
• Should possess excellent English communication skills (written & verbal) 
• Should have good computer skills: Microsoft Office (especially word, excel, power point etc.). 
• Should have knowledge of: - (1) Office Management (2) Purchase / Procurement processes, (3) 

Finance / Accounting processes /MIS etc. (4) Contract Management 
• Must be a team player with good interpersonal skills and ability to work in a diverse 

multicultural environment. 
• Should possess: - (1) Good organizational and planning skills, (2) Analytical and problem-

solving skills, (3) Good and quick decision-making capability. 
• Should be: (1) Proactive (2) Self-motivated (3) Flexible (4) Adaptive (5) Professional (6) Able 

to multitask, (7) Accessible on phone for any emergency requirement at the location and (8) 
Available for work outside of regular business hours if needed. 

 
 
 
 
 

https://www.linkedin.com/jobs/search/?currentJobId=3961907263&geoId=105080838&keywords=labor%20relations&location=New%20York%2C%20United%20States&origin=JOB_SEARCH_PAGE_SEARCH_BUTTON&refresh=true
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	Employee Relations Compliance Specialist

