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Job Description


	HR Generalist and Payroll/401(k) Specialist

	

	Position Summary

	The HR Generalist and Payroll /401(k) Specialist is responsible for HR operations/functions to include but are not limited to payroll, benefits administration through Employee Navigator, 401(k) clerical duties, provide employee assistance with payroll and benefit questions and assist employees with ADP. In addition, this position will be responsible for other functions that support the Business Office. This role will report to the Business Office Manager/Anesthesia Services Manager

	Essential Job Functions

	1. Complete bi-weekly payroll through ADP and other scheduled tasks required by ADP.
2. Maintain ETO/EIB Worksheet

3. Collaborate with the CEO for annual employee raises including quarterly lump sum raises.

4. Update wages for Life Insurance after January raises.

5. Calculate and submit June and December employee bonuses.

6. Compile and validate year end reports

7. Provide employee support to assist with the ADP application. 

8. Work with the 401(k) Advisor and Empower to administer the 401(k) plan. 

9. Submit 401(k) Census yearly.

10. Submit data and serve as point of contact for annual workers compensation audit

11. Coordinated Employee Benefit administration (Employee Navigator) including open enrollment, plan changes, and employee support.
12. Participate in hospital Quality Improvement program and maintain Quality Assurance Logs as needed.

13. Other duties as required.

14. Works at maintaining good rapport and cooperative working relationship within the facility.  Approaches conflict in a positive manner by identifying the problem, offering solutions and participating in the resolution.
15. Maintains confidentiality of information acquired pertaining to patients, physicians, employees, guests or other facility business. 

16. Adheres to the attendance policy as defined in the Employee Handbook.

	Job Requirements

	1. Education and Experience

· High school diploma with business and/or clerical experience.

· Human resource clerical experience preferred, such as Payroll and 401(k) software
· Accounting experience preferred.
2. Knowledge, Skills and Abilities

· Knowledge/experience working with computers required: Excel, Word, etc.
· Must be highly detail oriented.

· Must be able to work well under pressure and communicate with the employees and department supervisors

· Demonstrates effective problem-solving skills
· Strong communication skills, both verbal and written

· Demonstrates maturity and analytical thinking

· Demonstrates strong interpersonal skills



	Working Environment

	1. Physical Demands:  

· Must be able to sit for extended periods of time.

· Must be able to work on a computer keyboard/monitor for extended periods of time.
2. Visual, Hearing and Dexterity Demands:

· Ability to speak clearly and distinctly.

· Audio and visual acuity.

· Able to maintain emotional stability.

3. Working Conditions:

· Standard business office environment.
OSHA Category: 3

	Reporting Relationships

	1. Responsible to: Business Office Manager/Anesthesia Services Manager
2. Reports to: Business Office Manager/Anesthesia Services Manager


	DISCLAIMER: The above statements are intended to describe the general nature and level of work being performed by employees assigned to this classification.  They are not to be construed as an exhaustive list of all responsibilities, duties and/or skills of all personnel so classified.  Nothing in this job description restricts management’s right to assign or reassign duties and responsibilities to this job at any time.  This job description reflects management’s assignment of essential functions.  It does not prescribe or restrict any and all additional tasks that may be assigned.

	Employee
	
	Date:
	

	Supervisor
	
	Date:
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