
  

 
 
 

 
TITLE:    Human Resources/Payroll Specialist 
DEPARTMENT:           Finance and Operations Department 
STATUS/WAGE:  DOE, Exempt 40 hours a week  
 
POSITION PURPOSE AND OBJECTIVES: 
Is the primary personnel contact and resource to staff with regard to personnel policies, 
agency rules and regulations, payroll, and benefits. Supervises Payroll Clerk.  Provides support 
to the Human Resources Director. 
 
ESSENTIAL JOB FUNCTIONS: 
1. Responsible for the On Boarding of new hires to ensure they have completed all 

paperwork, background clearance and TB testing prior to starting. 
2. Maintains employee personnel files ensuring files are in compliance with State and 

Federal Law. 
3. Enroll eligible employees in the agency offered medical, dental, vision, life insurance, 

flex plan and 403B Retirement plan.  Acts as employee assistance contact for 
employees seeking benefits information or referrals. 

4. Responsible for entering changes into Payroll system (Paylocity) to ensure accuracy 
and compliance with Personnel Action Forms and state wage attachments. 

5. Responsible for updating the monthly San Mateo County Credentialing Report. 
6. Regularly updates the agency Staff Licenses (BBS, BOP, CADDE, and AOD Certification). 
7.  Quarterly sends reminders to staff of licenses expiring in the next 90 days. 
8.  Processes employee terminations to ensure organization practices are in compliance 

with the law.  
9. Assists Payroll clerk with Time Record submissions and payroll processing. 
10. Audits and prepares Benefit Summary Report (PTO) for CFO with each payroll and 

year-end.  
11. Responsible for completing special projects as assigned. 
 
  
KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 
1. Computer Literate (Word 6.0 and Excel 6.0)    
2. Knowledge of Human Resources policies and procedures. 
3. Knowledge of benefits administration; specifically group medical, dental, vision and 

life insurance, flex plan and 403B retirement plan and able to clearly communicate the 
foregoing to employees. 

 
 
 



 
4. Knowledge of Workers’ Compensation. 
5. Ability to collect, audit, compile, report, and analyze payroll data accurately and 

timely. 
6. Knowledge of personnel filing systems maintenance. 
7. Excellent written and oral communications skills.   
8. Ability to work with a minimum of direct supervision and be accountable for effective 

performance of job duties. 
9. Ability to work as a team member when necessary to accomplish tasks supporting the 

agency’s mission. 
 
 
SUPERVISORY RESPONSIBILITY: 
none 
 
WORKING CONDITIONS: 
Work in an office environment.  Handle confidential documents. The employee may 
occasionally be required to utilize their privately owned, insured vehicle to perform duties 
outside the office. 
 
MINIMUM QUALIFICATION: 
Demonstrable and verifiable skills, abilities, and qualities commensurate with the position’s 
requirements.  Must have experience/knowledge with Human Resources Information System.  
Preference given to experience with Paylocity and Novatime Systems. 
 
SUCCESS FACTORS: 
1. Ability to handle multiple tasks with a minimum of supervision and to take full 

responsibilities for job duties. 
2. Well developed interpersonal skills.  Ability to work as a team member. 
3. Well organized, detail oriented, dependable, punctual, and able to produce accurate 

and timely work. 
4. Support for agency directions, purpose, and mission. 
5. Flexibility in meeting changing priorities as the work requires. 
6. Able to make logical and sound decisions for appropriate and effective results;  
 understanding of when to seek help rather than use own judgment. 
 
POSITION STATUS: 
Reports to the Human Recourses Director 
Exempt; 40 hrs/wk.  Benefits include medical, dental and vision insurance, 403(b), Flex Plan, 
sick leave, vacation, personal, and holiday pay.                    
 
TO APPLY:   
Send cover letter and resume to hresources@star-vista.org 
 
                                                                                                            


