Payroll/HR Assistant 
EEOC CLASSIFICATION:  Administrative Support
FLSA Status: Full-time (30-36 hours) Non-Exempt; Hourly pay
HOURS WORKED:
Mon-Thurs: 8am -5pm; 
WORKWEEK: Sunday - Saturday
SUPERVISOR: HR Director
Job Description revised: October 2020
Summary of Trinity:  Trinity is a non-profit, religious organization. We are a non-denominational church and evangelistic school.  Our values are biblically based.  Therefore, it is our desire to employ and develop born again Christians.  

POSITION SUMMARY:  Payroll/HR Assistant will serve the organization by providing daily administrative support to the HR Director and provide payroll/bookkeeping duties for Trinity Inc. Assist HR Director with recruitment, record maintenance and payroll processing, and provide clerical support to all employees. Will provide professional, customer service and administrative services to the organization under the leadership of the HR Director.  The assistant will work closely with the Director to learn and grow in certain areas of the HR profession.  
ESSENTIAL DUTIES AND RESPONSIBILITIES:  
· Primary responsibility will be the processing of payroll for all employees. Payroll postings, journal entries, pay taxes, upload retirement files, tracking of time off, etc

· Answering payroll questions

· Facilitating resolutions to any payroll errors

· Assistant will intake and organize most paperwork: new hire, background, verification of employment, employment forms, other personnel forms. etc. (using DocuSign)
· Responsible to review weekly hours in time clock for accuracy, over time and approvals. Report suspicious hours to HRD.

· Field calls and return calls to candidates regarding job inquiries.

· Assist current staff with questions: payroll, policy, paid time off, etc.
· Complete data entry of new employees and other employee documents, then file accordingly.

· Conduct background checks and follow up with department heads as needed. 
· Assist with on-boarding new hires: new hire paperwork, orientation, policy overview, reference checking, pre-screen interviews, benefit overview
· Complete verification of employment requests within 24 hours 
· Maintain clean filing records for all employees.

· Will assist with year-end file clean out and help with year-end reports.
· Process check requests and HRD

· Work with Initiatives Pastor on Staff trainings and functions.  Work with Celebrations team for monthly birthdays and gatherings.  Responsible for sending monthly email to staff regarding birthday celebrations. 
· Participating in benefits tasks, reconciling benefits statements, and approving invoices for payment

· structure, compensation research, work force developments, insurance, etc
· Must be a member of a local church, preferably, Trinity Church
· Play a vital role in carrying out the Mission and Values Statement of Trinity Church and Grow in personal discipleship through: Bible study, Life groups, prayer, giving of tithe and Offerings, nurturing the character and exercise of Trinity’s faith community.  

· Affirms that Scripture defines the roles of male and female and Romans 1:21-27; Romans 1:24-32 condemns the homosexual lifestyle. (1 Cor. 6:9-20; Eph 4:1-11, 5:3-5)

· Trinity Church and School does not discriminate in employment opportunities or practices on the basis of race, color, national origin, age, disability, or any other characteristic protected by law as it applies to churches.  However, Trinity does discriminate on the basis of religion.
To effectively perform the duties of a human resources assistant, individuals must be able to demonstrate a number of competencies that are essential to the position, which include:

· Must be adept at problem-solving, including being able to identify and resolve issues in a timely manner

· Must possess strong interpersonal skills

· Must be able to communicate clearly, both written and orally, as to communicate with employees, and in group presentations and meetings

· Must be able to effectively read and interpret information, present numerical data in a resourceful manner, and skillfully gather and analyze information

· Must be able to prioritize and plan work activities as to use time efficiently

· Must be organized, accurate, thorough, and able to monitor work for quality

· Must be dependable, able to follow instructions, respond to management direction, and must be able to improve performance through management feedback

QUALIFICATIONS:

3-4 years proven work experience at a professional level.  High-School Diploma required.  Prefer experience with non-profit organizations.  Some college is preferred. Combination of experience and education may be considered.  Must possess knowledge of basic bookkeeping and purchasing practices; Must have high level of proficiency in Microsoft Office tools, such as Outlook, Word and Excel. Ability to plan and manage multiple projects; attention to detail; Must possess excellent interpersonal skills; Must have proven ability to manage multiple and simultaneous projects and requests. 

