	Present Incumbent: vacant                                                    Date of last revision: February 2019

	Title:  Human Resources and Payroll Assistant                      Reports to:  Human Resources Officer

	Salary Chart:  H                                                                    Job Grade: 6
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TOWN OF ACTON
SUMMARY:  Performs “generalist” human resources activities for Town employees, retirees and the public.  Duties include, but are not limited to, benefits, compensation, payroll, recruitment and training.  Routine to semi-complex clerical and accounting duties. May occasionally need to cover for the Town Manager’s executive secretary which may include a few night meetings.
SUPERVISORY RESPONSIBILITY: None

DISTINGUISHING CHARACTERISTICS OF POSITION:

Required knowledge: Knowledge of basic Human Resources laws, rules and regulations as well basic payroll and accounting rules and regulations. Experience in taking minutes for Public Meetings.
Supervisory controls: The Administrative Clerk will receive supervision from the Human Resources Officer or the Assistant Town Accountant who will provide assignments, indicating generally what is to be done, setting priorities and deadlines.  Duties for the majority are routine and repetitive following established schedules and pre-determined priorities.  Employee is expected to use initiative in carrying out recurring assignments independently, referring unusual problems to supervisor for assistance.
Guidelines:  Specific, detailed guidelines covering most aspects of the position are provided.  Interpretation of guidelines for implementation is sometimes needed.  Employee expected to adhere to guidelines, using own initiative to solve routine operating problems.
Complexity: Employee must recognize when situations differ in a sizeable amount from the standard operating procedures and consult supervisor on next step(s) to be taken. 
Scope and Effect:  Most work involves performance of specific routine and repetitive work.  However, accuracy is important because mistakes in the work could result in major problems to the employee such as inaccurate pay or incorrect benefit deductions.
Personal Contacts/Purpose of Contacts:  Contacts are primarily with all Town employees, Town retirees and sometimes the public.  Include interaction with employees from other Cities/Towns.  Some contact with representatives such as MIIA, 457 Plan Administrators, MMA, MMPA, BC/BS, HPHC, and other groups doing business with the Town.
Physical Demands/Work Environment:  The majority of time the employee will work at a desk in a normal business office environment.  At times, employee will be required to move boxes and other similar objects.
KNOWLEDGE, SKILL AND ABILITY:

Knowledge -
Knowledge of Microsoft Office Suite applications; advanced knowledge of Excel and Access.  General working knowledge of a Municipal Human Resources Department and the terms and technology used within that environment.  Knowledge of MUNIS, general principles and invoicing processing.  General familiarity with Human Resources policies and procedures and collective bargaining agreements. Knowledge of Social Media platforms. Ability to take notes at a public meeting 
Skill -   
Strong interpersonal skills.  Strong communication skills, in person, by phone or electronically.  Strong sense of and ability to maintain confidentiality of sensitive information. 

Ability -   
Ability to recognize Human Resources priorities and work cooperatively to support their accomplishments.  Ability to work effectively with a diverse range of employees and retirees.  Ability to read and understand collective bargaining agreements, town regulations, policies and standards.  Ability to identify and analyze issues.  Ability to work effectively under time constraints to meet deadlines.  Ability to remain patient under stressful situations.  Ability to handle confidential information (i.e. records). Ability to learn the Town’s financial system (MUNIS).  Effectively handle multiple tasks simultaneously.
MINIMUM ENTRANCE REQUIREMENTS: A High School diploma or equivalency plus 2 years of experience in an office environment.
PREFERRED QUALIFICATIONS: Excellent computer skills in Word, Excel and Access.  Working knowledge of MUNIS applications. Prior Municipal experience.

DETAILED JOB DUTIES:

1) Provides clerical support for the Human Resources Department and Assistant Town Accountant.

2) Processes correspondence for proper filing procedures in relation to workers’ compensation and Chapter 111-F claims and collaborates with Claims Representatives.
3) Maintains personnel files and manuals by updating the Personnel Access database, MUNIS and employee personnel files.

4) Performs computer entry of personnel data, generates computer reports both in Access and MUNIS.

5) Researches personnel issues.

6) Provides employees with information regarding benefits as they are hired, termed or retired. 

7) Works with Payroll Office to implement changes in employee pay and benefits.  

8) Provide payroll processing backup to Assistant Town Accountant.

9) Assists with benefit questions and issues.

10)  Processes MUNIS requisitions and purchase orders.
11)  Complies with union contract language.
12)  Assists with the initiation of wellness events for the Wellness Initiative Network “WIN” program.

13)  Provides support to the Employee Recognition Committee (ERC).

14)  Provides clerical support at meetings and other events.

15)  Assists in the coordination of trainings for town employees.

16) Provides coverage for the Town Manager’s Executive Secretary when necessary.
17) Performs other duties as required.
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