
 
 
 

Job Description 

Title: Accounting and Human Resources Administrator 
Reports To: Controller 
FLSA Status: Nonexempt: Full-Time, Hourly 

 

Overview: 
The Accounting and Human Resources Administrator supports the day-to-day operations of 
Finance and Human Resources functions.  This role provides team member support in 
various areas aligned with advancing the strategy of the organization. 

 

Essential Duties and Responsibilities (Note: Other duties may be assigned) 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
Payroll – in partnership with Accounting Clerk 

 Reviews and verifies timecards weekly. 
 Maintains and updates payroll records. 
 Prepares bi-weekly payroll statements and reviews for accuracy. 
 Investigates and resolves all payroll discrepancies. 
 Assists team members with questions and concerns regarding their pay. 
 Prepares recurring and periodic payroll reports. 
 Maintains personnel files in a confidential manner. 
 Completes employment and wage inquires. 
 Prepares general ledger report for entry into accounting software. 

 
Benefits Administration 

 Manages enrollment and assists team members with questions regarding benefit 
plans: 403(b) retirement, medical insurance, paid time off, etc. 

 Processes Leave of Absence, FMLA and Short Term Disability paperwork as 
needed. 

 
Recruiting / Onboarding 

 Actively partners with the team on recruitment and retention efforts. 
 Networks and builds relationships with area professionals, organizations, and 

educational institutions to aid in the recruitment process. 
 Pre-screens employment applications, performs phone screens, background 

checks, and schedules pre-employment drug screens. 
 Manages onboarding and the new hire process, including leading new hire 

orientation. 
 Partners on staffing and hiring to communicate and ensure adherence to Human 

Resource policies, procedures, laws, standards, and government regulations 
regarding the selection of internal/external applicants. 
 

HR Administration 
 Creates monthly electronic team communication newsletter. 
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 Leads and executes the planning, coordination, and execution of team activities in 
partnership with the Director of Human Resources. 

 Assists with training and development. 
 Assists with team member touch bases and relevant surveys as needed 
 Brings innovative ideas to the organization and contributes a unique perspective 
 Fosters an inclusive workplace mentality through demonstrated behaviors aligned 

with the Honeywell Foundation’s values 
 Establishes strong rapport and working relationships with the entire team 
 Recommends updates to the employee handbook and HR procedures manual 

 
Accounting 

 Processes accounts payable vendor invoices on a regular schedule by entering data 
into software. 

 Verifies accuracy of vendor invoices including appropriate approvals and general 
ledger account codes are in place. 

 Maintains accurate and complete vendor files, including Form W-9, contracts and 
agreements. 

 Reviews vendor statements for accuracy, researching and resolving discrepancies. 
 Responds to external vendors and internal managers regarding all aspects of 

accounts payable processing. 
 Assists in preparing bank deposit as needed by documenting and recording 

payments received for all areas of the business. 
 
Facilities 

 Assists with maintaining facilities files, including contracts, permits, agreements, 
correspondence, and certificates of insurance 

 
Other 

 Takes outgoing mail to the post office at the end of each day 
 Assists with sorting incoming mail and forwards to appropriate team members 
 Coordinates and orders branded apparel for the team 

 
Responsibilities are subject to change and increase as the position evolves. 

 

Knowledge, Skills and Abilities 
The requirements listed below are representative of the knowledge, skills, and/or abilities 
required to perform each essential duty satisfactorily. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 Professional interpersonal, written, and verbal communication skills 
 Proactive, adaptable with the ability to work under pressure to meet deadlines in a 

fast-paced environment 
 Strong team player who works well with others to achieve optimal results 
 Highly resourceful with the ability to also be extremely effective independently 
 Excellent organizational skills and attention to detail 
 Strong work ethic 



 
 
 

Job Description 

 Ability to perform and prioritize multiple tasks seamlessly 
 Ability to build relationships with the team 
 Actively seeks opportunities and proposes solutions 
 Strong computer skills 
 Microsoft Office and Excel proficiency  
 Stays abreast of industry best practices 
 Ability to maintain the confidentiality of sensitive and confidential information 
 Knowledge of HR policies, processes and employment law 
 Financial management experience 

 

Education and/or Experience 
Bachelor’s degree and three to five years of related experience and/or training; or equivalent 
combination of education and experience in human resources and accounting. 

 

Environment and Physical Demands 
The physical demands described here are representative of those an individual must meet to 
successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 

 Office environment 
 Utilizing an office desk – sitting, reading, listening or speaking with the ability to 

move intermittently throughout the day 
 Constant walking and standing; frequent bending, stooping and reaching 
 Occasionally lift up to 10 lbs. with the ability to push or pull more than 10 lbs. 
 Ability to work in a fast paced environment 
 Strong sensory skills, such as good eyesight, good hearing, and dexterity 
 Ability to operate office equipment, including computers, copiers, fax machines, and 

phones 
 

Other Requirements 
Position may require overtime including limited evening hours. 

 


