
Position: Human Resources Assistant

Section: Human Resources

Application Deadline: May 3, 2026

Start date: Immediate

Main responsibilities: Monitor and manage employees’ electronic 
timekeeping records, ensuring accurate tracking of working hours, 
adjustments, and alignment with both leadership and staff. Provide support 
for departmental routines, with a focus on audits and assistance in payroll 
processes. Assist employees by addressing inquiries related to timekeeping, 
benefits, and general HR/payroll administrative routines. Support benefits 
administration by managing and tracking operational processes 
(transportation allowance, meal allowance, among others). Provide 
comprehensive support to foreign employees, including organizing 
documentation, assisting with adaptation to Brazil, guiding administrative 
processes, coordinating service arrangements, purchasing flight tickets, and 
supporting housing planning and organization. Organize, control, and 
maintain up-to-date departmental documents and records, with special 
attention to international employee documentation. Support the Human 
Resources area with generalist tasks, contributing to the efficient operation 
of department routines.

Requirements:  Bachelor’s degree in Business, Human Resources, or 
related fields. Fluent English (mandatory). Experience with HR/payroll 
routines, especially electronic timekeeping control. Experience with 
timekeeping systems, preferably TOTVS RM/Ahgora. Knowledge of Google 
Workspace tools and/or Microsoft Office Suite.



Please send your résumé and a letter of 
professional reference to our Human 
Resources department at 
recrutamento.externo@edn.org.br by 
May 3, 2026.

Please add the position you're applying 
for to the email subject.

We seek caring, dedicated professionals 
to contribute to our school community by 
making a difference in our students’ 
lives.
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