
Human Resources/Payroll Assistant

Congregation B’nai Israel in Northampton, MA  is seeking a part-time Human Resources / Payroll
Administrator to support our Executive Director in ensuring smooth and efficient operations.

We are looking for a candidate who can research new benefits options and improve our internal systems
while maintaining ongoing operations and working well with our team.  We are in search of a technically
savvy administrator with a solid background in payroll and benefits who can lean into the softer Human
Resources areas of recruiting, onboarding, and employee relations.

This is a part-time hourly position - the expectation is 10-15 hour per month, reporting to the Executive
Director. Some work can be done remotely.

Essential Functions

Payroll

Process bi-weekly payroll for staff of 45+ employees, maintain records and files, and assist with salary
and payroll reporting.
Maintain Checkwriters payroll system and build out additional modules, most imminently our time-off
tracking system, as we expand our uses of the system.

Provide research, analysis, and reporting on salary and staffing.

Benefits

Administer all benefit programs, including but not limited to health and 403(b).
Ensure that our plans are administered and operated in compliance with applicable state and/or federal
laws.
Drive and manage the organization’s open enrollment process, training, and communications.
Maintain enrollment changes in all benefits portals; process and reconcile benefits invoices.
Assist staff in understanding benefits, resolving discrepancies, and resolving claims.
Administer all leaves, workers compensation claims, and Americans with Disabilities Act (ADA)
accommodations.

Employment and Recruiting

Maintain personnel files (manual and electronic).
Coordinate hiring across departments, especially facilitating annual religious school and preschool
educator hires.
Onboard new employees, including review of organization policies and benefits.
Conduct employee separation process including terminating benefits, employee
communication/paperwork, vacation calculation, and exit interviews.
Advise department heads on hiring, disciplinary, and termination procedures and support them with other
personnel matters.
Develop, edit, and update job descriptions.

Other



Provide information and guidance to employees on policies and procedures, absences, conduct,
grievances, and other employee relations matters.
Other duties as requested by the Executive Director or Personnel Committee.

Skills and Qualifications

Bachelor’s degree.
Three to five years of experience in Benefits and Payroll.
Excellent accuracy, strong math skills, and familiarity with accounting practices.
Technology and systems acumen; proficiency with MS Office (Excel and Word).
Ability to identify and execute process improvements.  Knowledge of Checkwriters a plus.
Superior communication skills, both written and oral.
Good organizational skills; detail-oriented with the ability to handle multiple projects and tasks, prioritize
work, and meet deadlines.
Strong interpersonal skills and ability to navigate sensitive employee conversations.
Willingness to tackle additional tasks with congeniality and discretion.

To Apply: We know there are great candidates who won’t check all of these boxes, and we also know
you might bring important skills that we haven’t considered.  If that’s you, don’t hesitate to apply and tell
us about yourself.  Please send your cover letter and resume to office@cbinorthampton.org. No phone
calls, please.

Compensation:  $30/hour.


