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University School is seeking a Human Resources Generalist.  This full time, 12-month Human Resources Generalist position will be the lead for payroll processing and have exposure to all phases of Human Resources.  Responsibilities include:

Payroll:
· Responsible for the timely and accurate processing of all biweekly and monthly payrolls including payrolls for summer/auxiliary programs.
· Maintain the Asure database including auditing pay and benefit updates, licensure, address updates, sick/vacation for hourly, etc. 
· Manage sick/vacation time to ensure time off buckets are calculated correctly and updated annually with changing contract percentages, position changes, etc.  
· Primary contact with payroll provider for updating, maintaining, and troubleshooting the system.
· Coordinate the FSA, DCA and HSA with vendors including timely reconciliation and funding of the contributions.

Human Resources:  
· Administer various HR plans and procedures as needed and complete required forms and filings such as verification of employment, unemployment processing, workers compensation, etc.
· Coordinate the materials required for the annual 403(b) audit.
· Conduct new employee onboarding including processing fingerprints, tracking/processing new hire paperwork, and setting up employee personnel files. 
· Assist with the coordination of benefits administration (enrollment, changes, responding to questions, preparing benefit confirmation letters, processing monthly invoices, etc.) 
· Responds to employee-related inquiries to ensure consistent application and integration of policies, laws/compliance, and procedures.

The successful candidate must have a bachelor’s degree in human resources, business administration or related field and proven experience working in a human resources or payroll department.  Demonstrated knowledge and experience in payroll processing highly preferred.  PHR or SHRM certification preferred.  Must be detail-oriented with strong organizational skills with a high level of integrity and confidentiality. 

Qualified and interested candidates  should send a letter of interest, resume, and references to Mrs. Fantozzi-Welker, Director of Human Resources at recruiting@us.edu or University School, 2785 SOM Center Road, Hunting Valley, OH 44022. 
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