
 Posi�on Title:  Human Resource-Accoun�ng Specialist 
 Department:  Opera�ons 
 FLSA Status:  Exempt 
 Loca�on:  Lincoln, Nebraska 
 Reports to:  Vice President of Opera�ons 
 Date Created:  May 2022 

 God  has called  us  to  build  up  the  Body of Christ  in  southern Nebraska through the spiritual and corporal works of mercy. 
 We are  called  to  grow  in holiness,  walk  in trust,  serve  with integrity, and  faithfull  y  proclaim the  Gospel. 

 Posi�on Summary:  The Human Resources/Accoun�ng Specialist  will process payroll and accounts receivable. This 
 posi�on will coordinate and organize human resources du�es such as Paycor, employee onboarding, paid �me off 
 documenta�on, and benefits procurement. The posi�on encourages process improvement input for increased efficiency 
 and sustainability. Flexible work arrangements for work/life balance and ability to work from home part-�me are 
 possible. 

 Essen�al Func�ons: 
 ●  Represent, communicate, and integrate authen�c Catholic teaching in the provision of human resources and 

 accoun�ng. 
 ●  Oversee and process bi-weekly payroll 

 ○  Ensure proper calcula�on, approval, and documenta�on of earnings and deduc�ons 
 ○  Reconcile payroll so�ware data with accoun�ng general ledger 
 ○  Reconcile monthly payroll and benefit liabili�es 

 ●  Coordinate Human Resources communica�on and documenta�on 
 ○  Coordinate new employee onboarding including benefit procurement 
 ○  Communicate and document ongoing benefit enrollment and policy/training updates 
 ○  Document paid �me off records, approvals, and limits; communicate PTO ma�ers 
 ○  Document employee contact informa�on changes, and job descrip�ons 
 ○  Maintain knowledge of human resource changes in laws and agency protocol 
 ○  File employee injury claims with insurance and communicate work restric�ons 

 ●  Oversee account receivables and deposits 
 ○  Deliver, document and record daily deposits to bank including ACH 
 ○  Prepare grant and program reimbursement/funding requests 
 ○  Coordinate entry of clinical sub ledger ac�vity into general ledger 
 ○  Reconcile general ledger with Raisers Edge sub ledger 

 ●  Assist with general ledger entries including vehicle mileage alloca�on 
 ●  Oversee  employee apprecia�on, bereavement, etc. 
 ●  All other du�es as assigned. 

 Catholic Social Services of Southern Nebraska does not discriminate in employment on the basis of 
 race, color, religion, sex, national origin, age, marital status, personal appearance, family 

 responsibilities, physical or mental disability, political affiliation, status as a veteran, or any other basis 
 protected by applicable Federal and Nebraska laws. 



 Preferred Competencies: 
 ●  Communica�on; wri�en and verbal 
 ●  Coopera�on 
 ●  Teamwork 
 ●  Problem Solving 
 ●  Process Implementa�on 
 ●  Ethical 
 ●  Organiza�onal Support 
 ●  Safety and Security 

 Qualifica�ons: 
 Associate’s or Bachelor’s degree and/or 2 years of previous experience working in a non-profit or similar human 
 resource/accoun�ng role is preferred.Must be knowledgeable about the Catholic Church and support its moral and 
 religious teachings. 

 Physical Demands: 
 The physical demands described here are representa�ve of those that must be met by an employee to successfully 
 perform the essen�al func�ons of this job. Reasonable accommoda�ons may be made to enable individuals with 
 disabili�es to perform the essen�al func�ons. While performing the du�es of this job, the employee is regularly required 
 to stand, walk, use hands to handle or feel, reach with hands or arms, climb or balance, talk or hear. The employee must 
 regularly li� and/or move up to 15 pounds. 

 Working Environment: 
 While performing the du�es of this job, the employee is primarily indoor working condi�ons. The noise level in the work 
 environment is usually moderate. 

 Catholic Social Services of Southern Nebraska does not discriminate in employment on the basis of 
 race, color, religion, sex, national origin, age, marital status, personal appearance, family 

 responsibilities, physical or mental disability, political affiliation, status as a veteran, or any other basis 
 protected by applicable Federal and Nebraska laws. 


