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Position:  HR Specialist 
Classification:  Non-exempt
Reports to:  Chief Financial Officer
Date:  	January 2019 
JOB DESCRIPTION 
ROLE SUMMARY:
The human resource specialist handles and provides support for various HR employee programs within the organization.
Essential Functions
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Human Resources 
1. Responsible for the talent acquisition process including recruitment, telephone and in person interviews, reference checks, hiring, onboarding and ensuring all processes are compliant with Federal, State and local laws and regulations.  
2. Maintains personnel files in compliance with applicable legal requirements.
3. Keeps employee records up to date by processing employee status changes in timely fashion.
4. Processes personnel action forms and ensures proper approvals; disseminates approved forms.
5. Maintains budget spreadsheet that includes salaries, payroll taxes and fringe allowances.
6. Prepares new-hire paperwork.
7. Maintains the employee handbook with updated resolutions and other pertinent information, as needed. 
8. Assists managers and supervisors in answering employment-related questions.
9. Participates with managers in employment-related investigations and corrective actions. 
10. Is a resource for payroll/HR contacts to ensure their understanding and compliance with benefits and HR policies and regulations. Keeps management advised of potential problem areas and recommend/implement solutions as appropriate.



Benefits 
1. Reviews plan design with broker. Serves as the liaison with the broker as it relates to plan design, changing providers, and vendor management.  
2. Reviews enrollment forms for accuracy and coordinates enrollment with third-party administrator.
3. Ensures compliance with COBRA guidelines by preparing letters and other paperwork as directed; receives and records COBRA insurance premium payments.
4. Coordinates health, dental, vision,  life and disability insurance enrollments and communicates with service providers concerning routine administration of programs. 
5. Process monthly billings from insurance providers. Review billings for accuracy, codes and advances for payment. 
6. Resolves discrepancies with carriers, payroll and the company. 
7. Completes reports for management as requested 
8. Coordinates 401(k) enrollment and works with the CFO to ensure that employee and contributions are made as per the plan design.

Payroll function
1. Prepares and processes payroll. Reviews payroll with the CFO. Upon CFO approval, submits the payroll to the payroll provider (Paycor) within the established time frame. time frame. time frame. 
2. Answers employee questions regarding their pay.
Competencies
1. HR Expertise.
2. Communication.
3. Relationship Management.
4. Critical Evaluation.
5. Ethical Practice.
6. Accountability
7. Self-starter
8. Team Player
Supervisory Responsibility
This position has no supervisory responsibilities.


Work Environment
This job operates in a professional office environment. This role routinely uses standard office equipment.
Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.
While performing the duties of this job, the employee is regularly required to talk and hear.
This is largely a sedentary role; however, some filing is required. This would require the ability to lift files, open filing cabinets and bend or stoop as necessary. This position requires the ability to occasionally lift office products and supplies, up to 20 pounds.
Position Type/Expected Hours of Work
This position is part time (up to 30 hours per week).  There is some flexibility in the schedule, except for Wednesday morning which is due to payroll processing.  Some flexibility in hours is allowed, but the employee must be available during the "core" work hours of 9:30 a.m. to 3:30 p.m. and must work 37.5 hours each week to maintain full-time status.
Travel
No travel is expected for this position.
Required Education and Experience
1. High school diploma or GED.
2. Two years of HR experience.
Preferred Education and Experience
Associate degree.
SHRM Certified Professional (SHRM-CP) 



Additional Eligibility Qualifications
1. Extensive knowledge of computer software (Microsoft Office Suite), computer hardware and computer servers.
2. Experience with Paycor or other similar type payroll systems.
3. High level of interpersonal skills to handle sensitive and confidential situations and documentation.
4. Attention to detail in composing, typing and proofing materials, establishing priorities, and meeting deadlines.
5. Excellent written communication skills.
6. Excellent telephone and oral communication skills.
7. Ability to maintain a high level of confidentiality.
Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice. 
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