GARRETT COLLEGE
JOB DESCRIPTION

TITLE:
I.

Accounting/Human Resources Assistant

JD#

GENERAL RESPONSIBILITIES:

This position is responsible for the administration of all employee benefits and will serve
as a back up to the payroll processing function under general supervision. There is
emphasis on data input, expense allocation and control, and general Business Office
support.
II.

REPORTING TO THIS POSITION:
None

III.

POSITION REPORTS TO:
Director of Business and Finance and the Director of Human Resources

IV.

RESPONSIBILITIES:

(Illustrative Only)

1. Process all enrollments as well as employee changes regarding employee benefit plans.
This includes but is not limited to the following: Health, dental, vision, life, pension,
optional retirement plans, and flexible spending.
2. Ensure that payroll deductions for benefits are accurate. Reconcile wellness rates and
non-wellness rates.
3. Assist in the reconciliation of all benefit enrollments with payroll deductions along with
the billing from the providers to ensure that all employees are enrolled properly and
appropriate deductions are taken from employees.
4. Assist in the administration of all retiree benefit plans.
5. Assist in the preparation of Open Enrollment materials for employees. Process all
employee paperwork relative to Open Enrollment. Provide a checklist of employees to
ensure that all employees have updated their information for processing.
6. Provide employees with answers to basic benefit questions regarding eligibility and
changes in benefits.
7. Serve as an assistant to the Pension Fund administrator to answer employee questions
and provide appropriate forms to employees.
8. Provide employee verifications to various entities.
9. Provide statistical data for various surveys involving employee benefits.
10. Updates employee records with current employee information.
11. Resolves payroll discrepancies by collecting and analyzing information.
12. Responds to requests for information from both internal and external sources.
13. Assists in the reconciliation of payroll/benefits related general ledger accounts.
14. Other duties as assigned.
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V.

SKILLS AND KNOWLEDGE:

Must possess strong accounting, organizational, and clerical skills. Must possess good
customer service and public relations skills and the ability to handle effectively a wide
range of tasks. Must possess an understanding of college policies and procedures
pertaining to areas of responsibility. Understands and adheres to the concept of
confidentiality. Must possess an understanding of computer applications (e.g. MS Office
Applications) and automated accounting systems. Must possess excellent arithmetic
skills and be detail-oriented.
VI.

QUALIFICATIONS:
Basic: High School diploma with at least five years of full time relevant
experience in payroll, benefits and accounting.
Preferred: Associate’s degree with at least two years of full time relevant
experience in payroll, benefits, and accounting.

VII.

CLASSIFICATION: 6

VIII. CATEGORY:

A

______________________________
President (or Designee) Date

__________________________
Employee
Date
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