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Title:   Human Resources Administrator  

Location:  Marlborough, MA  

 

About Akoya Biosciences, Inc,  

Akoya Biosciences, Inc., The Spatial Biology Company™, with offices in Menlo Park, CA and Marlborough, 
MA is a well-funded, emerging growth company that is developing powerful imaging tools to enable scientists 
and clinical researchers to gain a better understanding of complex diseases such as cancer and autoimmune 
disorders. Our CODEX® platform enables the assessment of more than 40 protein markers in a sample and 
is ideally suited for biomarker discovery. Our Phenoptics™ platform, the industry standard for multiplex IF/IHC 
provides the assay robustness and throughput necessary for translational and clinical research required in 
clinical trials. Our partnerships with the academic community and our customers have resulted in a robust 
pipeline of future products.  Employing over 150 people in 8 countries across 3 continents, Akoya is a global 
company with a tremendous opportunity for long-term commercial success. 

Summary: 

The Human Resources Administrator will be part of a small but dynamic team and play an integral role in 
administering and maintaining HR systems and databases as well as helping to build out more efficient and 
automated processes and workflows.  They will provide administrative support to a variety of routine and 
project-based initiatives such as pre-employment processing, on-boarding/off-boarding, employee surveying, 
engagement initiatives, and alike in order to support the HR team and the Akoya employee base overall. 

Essential Functions: 

• Provides administrative assistance in all areas of HR, including recruiting, personnel file organization, 

employee engagement events, and more. 

• Performs data entry and data maintenance activities within the company’s payroll and other human 

resource systems (e.g. performance management, employee surveying, and compensation 

management). 

• Performs administrative duties, including maintaining employee records, human resource/personnel 

files, and preparing and processing on-boarding documents. 

• Assists in coordinating and facilitating interview scheduling and new hire orientations. 

• Answers and triages basic HR centric inquiries related to benefit coverage, PTO policies, and 

employment information. 

• Assist with annual benefits open enrollment process. 

• Manage new hire background checks. 

• Process and maintain new hire and termination paperwork, reports, and activities. 

• Maintain and update all job descriptions. 

• Assist with annual company-wide merit and performance review process. 

• Assist Human Resources Department with daily and ongoing tasks and projects. 

• Other Human Resources projects, as necessary. 
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Education and/or Training: 

High school diploma required. Bachelor's degree in administration or equivalent experience preferred 

Professional Experience: 

• 2-5 years of experience in human resources or payroll. 
• High level of proficiency with ADP’s Workforce Now Payroll/HRIS solution 
• High level of proficiency in Microsoft Word, Excel, PowerPoint, and Outlook 
• Solid expertise prioritizing and multi-tasking 
• Collaborative team member with excellent organization skills, attention to detail and strong sense of 

urgency and follow through 

• Excellent verbal, written, interpersonal, and communication skills 

 

 


