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THE HARTFORD CHAPTER

OF THE

AMERICAN PAYROLL ASSOCIATION

JOB POSTING

	POSITION:
	Human Resources/Benefits Specialist – INTERIM

	REPORTING TO:
	Human Resource Manager

	APPLY TO:
	www.applitrack.com/cheshire/onlineapp or www.cheshire.k12.ct.us


	PRIMARY RESPONSIBILITIES:

	· Assisting the Payroll Supervisor in processing bi-weekly payroll, maintaining monthly records of Tax Shelter Annuities, personnel records and teacher retirement records.

· Recording personnel changes in central personnel files and adjusts employee records for insurance coverage. 

· Updating benefits and pension records to reflect individual or group changes.

· Providing insurance and benefits information to newly hired employees.  

	


	EXPERIENCE/SKILLS REQUIREMENTS:

	

	A minimum of three years of payroll and employee benefits experience including medical, workers compensation, retirement, new employee on-boarding and payroll processing knowledge is desired.  Must have good analytical skills, adept with using technology and computer software including Munis and Excel and the ability to independently carry out special projects and programs and to make sound judgment calls within assigned area of responsibility.  Solid working knowledge of payroll, benefits and human resources laws and regulations. 

	

	OPEN DATE:
	January 10, 2020

	CLOSING DATE:
	Until filled

	SALARY:
	$30.26/hour


This job posting will remain posted for 90-days if we are not contacted to remove it.
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