JOB OPENING



    
         PLEASE POST
CUMBERLAND COUNTY GUIDANCE CENTER
JOB DESCRIPTION

Job Title:  Payroll /HR Specialist
General Duties:
· Responsible for all aspects of bi-weekly payroll, including, but not limited to:

Processing payroll, deductions, payroll reports, W-2’s, insurance related payroll reports, garnishments, allocating payroll to proper programs, pension contributions, completing State UC 27/WR30, Federal 941’s and ACA 1095/1045.
· Responsible for Workers Compensation claims and reporting.
· Completes employee disability and unemployment forms and associated state

documentation.

· Responsible for running and filing month and year end payroll, insurance and pension reports.

· Assists the Accountant with fiscal management functions and processes.

· Responsible for reviewing insurance and pension information with new employees, including enrollment, updating changes, and handling terminations of coverages and Cobra.

· Serves as back-up for accounts payable functions as needed.

· Serves as back-up for HR Assistant as needed.

· Performs all other duties as assigned.

Responsible to the Director of Human Resources.
Requirements:
· Associate’s degree in a Business or Accounting field or course work in one of these fields leading to the degree.

· Experience using QuickBooks, or another payroll software required.
· Strong attention to detail and high degree of accuracy a must.
· Human Resources experience preferred.

· Valid driver’s license.

· Willingness to work a forty (40) flexible weekly schedule.

· Willingness to work as a “team” member.

Salary:  Commensurate with degree and experience
If interested, please put your request in writing no later than May 26, 2022 to Sandra Donley, Director of Human Resources at sdonley@ccgcnj.org.
Posted:  May 19, 2022
   
