
 

  
 
 
 

A NATIONALLY ACCREDITED COMMUNICATIONS CENTER 

 

 

Created: 10/01/2021              Revised: 03/10/2022 
 

HUMAN RESOURCES SPECIALIST 
 
 

Department Administration 

FLSA Status Non-Exempt 

Reports To Human Resources Manager 

Supervises This position has no direct reports 

 
DISTINGUISHING CHARACTERISTICS: 
 

The Human Resources Specialist reports to the Human Resources Manager and is responsible 
for performing technical, and administrative duties associated with the Center’s benefit 
programs. This includes duties such as auditing and conducting certain payroll, financial and 
record keeping duties, benefits reconciliation, payroll auditing, and will act as an alternate in the 
absence of the Payroll and Accounting Specialist. 

This position will also coordinate the administration of protected leaves and accommodations. 
This includes state and federally protected leaves, accommodations under the Americans with 
Disabilities Act (ADA) and Washington State Labor and Industries (L&I).  

The Human Resources Specialist will advise supervisors on interpreting policy and regulations 
and assist employees in a highly confidential environment. The work requires providing 
excellent customer service in-person, by phone and email to both internal and external 
customers. Due to the 24/7 nature of the Center the employee must be able to work outside 
normal business hours.  
 
The position requires the employee to be detail orientated and analytical, frequently performing 
work in confidence and with strict deadlines. The HR Specialist will be involved in highly 
sensitive and emotional interpersonal relations that require skill in gaining trust and confidence 
from others.  Work is performed independently under limited supervision.   

As this is a new position, responsibilities will be regularly reviewed, evaluated, and updated.    

 
ESSENTIAL FUNCTIONS: 
 
Payroll and Benefits 

 Coordinate, maintain and reconcile benefit programs and benefit liability accounts, such 
as health and welfare programs, life insurance, disability, and pension programs. 

 Organize, coordinate, and/or conduct the preparation and distribution of verbal and 
written information to employees and dependents relating to benefit programs, such as 
insurance plans and pension plans. 

 Audit payroll and assists with FLSA processing on a semi-monthly basis. 

 Ability to process payroll in the absence of the Payroll and Accounting Specialist.   

 Assist with payroll coordination of benefits processes and procedures. 
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Leave and Accommodation Administration 

 Administer leave programs including Family and Medical Leave (FMLA), WA Paid Family 
Care Leave (PFML), and disability leave in accordance with federal and state laws, 
Valley Com 911 policies and procedures, and collective bargaining agreements.  

 Through the interactive process, works with employees and medical providers to find 
reasonable accommodations under the Americans with Disabilities Act (ADA).  

 After the initial report of injury, acts as the primary point of contact between the Center 
and WA State Labor and Industries.  

 Explain leave options to employees, supervisors, and management.  

 Determine employee eligibility for leave and track leave usage. 

 Identify patterns and trends in leave usage.    

 Respond to FMLA, ADA, PFML and other inquiries related to protected leave(s) from 
governmental agencies, employees, and labor partners.   

 
General  

 Perform special projects as assigned. 

 Prepare and maintain a variety of records, files, and reports relative to human resources 
functions; organize and oversee comprehensive records related to human resources 
administration; assure proper storage, organization, and retrieval of information. 

 Develop and document department’s methods and procedures. 

 Create and run ad-hoc HRIS reports for HR/Finance and other departments. 

 Conduct new employee orientation; process new hire, promotional and other human 
resources-related documents in HRIS.  

 Supports the Center’s objectives in diversity and inclusion.  

 Assists in preparing for CALEA accreditation. 

 Provides back up support for the HR Analyst.  

 Flexibility to meet the needs of the Center which may include working nights, weekends, 
and holidays.  

 Performs other related work as assigned. 
 
AUXILIARY FUNCTION(S)  

Perform back-up payroll functions, benefit administration, unemployment, process 
compensation including longevity and other HR duties, or projects as assigned.    
 

INTERPERSONAL CONTACTS 

Contacts are made both inside and outside the organization.  Internal contacts frequently 
include the administrative staff, supervisory staff, and represented staff.  External contacts may 
include Center customers, other governmental personnel, and outside vendors.  Interactions are 
a blend of giving and receiving of information.  Contacts frequently include sensitive and/or 
confidential information. Most outside interactions are via the telephone or electronic 
communications. 
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REQUIRED KNOWLEDGE OF/SKILL IN: 
 

 Policies, procedures, rules and practices affecting the development, maintenance and 
control of human resource and accounting systems. 

 Data processing applications related to human resources, payroll and auditing functions. 

 Computer and related software use including financial, spreadsheet, word processing 
and graphics. 

 

REQUIRED ABILITY TO: 
 

 Fluent use of the English language. 

 Understand and interpret complex rules, regulations and contracts from the Internal 
Revenue Service, Dept. of Labor, Dept. of Retirement Services, State of Washington, 
Standard Operating Procedures and two union contracts. 

 Create and maintain Excel spreadsheets.  

 Maintain accurate financial and narrative records, spreadsheets, and reports. 

 Analyze, reconcile, balance and audit assigned accounts. 

 Make complex and varied mathematical computations and tabulations rapidly and 
accurately. 

 Troubleshoot, identify, and correct errors and omissions. 

 Operate computer, 10-key adding machine, calculator, printer, copier, telephone, fax 
machine and other standard office equipment. 

 Establish and maintain cooperative and effective working relationships with managers, 
co-workers, represented staff, customers, and vendors. 

 Exercise a high degree of independent judgment in problem solving and decision-making 
related to professional human resource duties. 

 Work confidentially and with discretion. 

 Be reliable, dependable and report for work on a consistent basis. 

 Ability to work outside of regular business hours. 
 

REQUIRED EDUCATION AND EXPERIENCE: 

 

 Associates degree in Public or Business Administration, Human Resources, or a related 
field and two (2) years of responsible personnel experience at a professional level 
affording a familiarity with protected leaves, employee benefits, payroll processing, 
employee programs, policy and procedures; or any combination of relevant education 
and experience which would demonstrate the individual’s knowledge, skill and ability to 
perform the essential duties listed above.  
 

 
DESIRED QUALIFICATIONS: 
 

 Experience with protected leave administration and benefits administration. 

 Experience with ADP HRIS. 

 Experience in payroll processing 

 Experience in MS Office 
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LICENSES AND CERTIFICATION: 
 

 PHR, SHRM-CP, and/or FPC is preferred. 
 
WORK ENVIRONMENT: 
 
Office environment with frequent interruptions. 
 
PHYSICAL, SENSORY AND MENTAL DEMANDS: 
 

 Light lifting, carrying and pushing objects weighing up to 50 pounds. 

 Dexterity of hands and fingers to operate standard office equipment, including computer 
keyboard. 

 Sitting for extended periods of time. 

 Seeing to read and assure the accuracy of financial documents, reports and 
spreadsheets. 

 Hearing and speaking to exchange information in person and on the telephone. 

 See Appendix Human Resources Specialist – A. 
 
 
         Approved: 


