
The Freestore Foodbank (FSFB) has an immediate opening for a Payroll/Benefits Specialist in our Human Resources Department. The 
ideal candidate will  be responsible for the administration of the agencies payroll and benefit processes util izing the Paycor system. 
The Payroll and Benefits Specialist will  also be responsible for maintaining payroll records, processing bi-weekly payroll, benefit 
related transactions.  

 
Responsibilities 

Successful candidate will  be responsible for managing the Freestore Foodbank payroll and benefits administration with primary 
responsibility for preparing and processing bi-weekly payroll in accordance with state and federal laws.  
 

 Will process and transmit payroll, accounts payable and taxes including 403(b), employee deductions, federal, state and local 

taxes;  

 Will be responsible for managing payroll and benefits  transactions in payroll system (Paycor) in a timely and accurate fashion.   

 Responsible for managing and implementing all  benefit programs in accordance with applicable laws.  

 Will administer and process forms related to employee group insurance, 403B, disability plans, unemployment insurance and 

FMLA.  

 Serves as a l iaison between Human Resources and Finance for payroll; assist Finance with payroll related reports as required.  

 Will be responsible for processing accounts payables in areas of defined responsibilities to ensure prompt and accurate 

payment of benefit plan and other HR related charges including STD/LTD/Life are completed timely.   

 Administer new hire benefit orientations and annual open enrollment processes.    

 Will maintain and update employee data fi les in payroll system and manual payroll records as needed.  

 Will provide training and consultation to agency staff on HRIS (Paycor) system as it relates to payroll, compensation and benefits 

system and legal requirements (e.g. mandatory deductions).  

 Will be responsible for ensuring compliance with local, state, and federal regulations with regard to payroll, FLSA standards, and 

time and attendance.    

Qualifications: 

 Bachelor's degree and two years of related experience or an Associate’s degree in Accounting or Human Resources and five 
years specialized experience in payroll or compensation functions including maintenance, preparation, balancing, internal 

control, and payroll.  Member of the American Payroll Association (APA) and Certified Payroll Professionals (CPP) preferred.    
 Must have extensive knowledge of payroll laws, IRS rules and pertinent benefit knowledge including ERISA and 125 plans.  

 Ability to plan and organize special projects and activities i.e. Open Enrollment.  

 Must be very detailed oriented. 

 Requires independent thinking with attention to detail; ability and initiative to achieve results with minimal supervision.  

 Excellent people, interpersonal and project management skil ls, customer service skil ls and ability to anticipate needs  of clients.  

 Able to effectively interact with a wide range of people in professional situations.  

 Must be flexible and have the ability to manage multiple projects simultaneously in a fast paced environment.  

 Ability to make independent decisions and ability to apply critical thinking and problem solving skills as appropriate.  

 Working knowledge of Microsoft Office Products and Outlook.  

 Experience and/or will ingness to learn and implement quality initiatives including LEAN principles.  

 Ability to respect and guarantee security and confidentiality of all  data that he/she comes into contact with.  

Organizational Structure: 

Reports to: Human Resources Director with some oversight from the Finance Department 
Direct Reports: None 
 

Email your information and salary requirements to the following:    


