
TRUCK ENTERPRISES, INC.


CORPORATE

JOB DESCRIPTION 

JOB TITLE:  

Human Resources Assistant

FLSA STATUS:
Non-Exempt

REPORTS TO:  
Human Resources Manager

DEPARTMENT:  
Human Resources

JOB REQUIREMENTS: 


Experience with automated payroll systems and excellent communication skills. Proven ability to handle confidential material.  General accounting knowledge with a 2 or 4 year degree.

JOB SUMMARY:


Prepares bi-weekly payroll for employees at all locations.  Prepares appropriate bi-weekly payroll and tax deposits and reports.  Stays informed on company policies and explains to employees with questions.  Assists in pre-employment process.  Administers COBRA Program and assists with safety program.

DUTIES & PERFORMANCE STANDARDS:

 1. Explain company policies to employees in a caring and consistent manner.

___ A. Stay informed on company policy (handbook contents).
 
___ B. Consistently enforces company policy.



Comments:    

                                                                                                               
 2. Processes payrolls on an accurate and timely basis.

___ A. Verifies timecards and timesheets from all locations (weekly).
___ B. Calculates vacation and personal leave.

___ C. Handles commissions and mileage deductions.

___ D.  Records missed deductions on the bi-weekly payroll worksheet.

___ E. Enters all data on payroll worksheet.

___ F.  Inputs any necessary maintenance information.

___ G.  Inputs payroll hours.

___ H. Verifies batch totals.

___ I. Transmits information to payroll processing center

___ J   Receives prepared vouchers and checks and verifies each one.

___ K.  Has vouchers and checks reviewed by SR. Officer and arranges for appropriate distribution.

___ L. Prepare and prints bi-weekly OT reports.  Distributes to GM’s and President.

___ M. Enters bi-weekly account information for general ledger.  Prints reports (source 40’s) 



and distributes to branch accountants.



Comments:                                                                                           

3. Maintains adequate weekly payroll records to provide a concise audit trail.

___ A. Files payroll reports in appropriate notebooks.

___ B. Files back-up documents for time, commissions and mileage.


___ C. Verifies batch totals on Bi-Weekly Payroll Worksheet with Payroll Register.

         Comments:                                                                                                                        
 4. Reconciles weekly uniform bills.  Creates cost allocation for Harrisonburg A/P.
___ A.  Creates cost allocations for Harrisonburg Accounts Payable.


___ B.  Changes employee deductions for uniform expenses as required.
 Comments:                                                                                                                         
 5. Maintains personnel and payroll master files in a current and accurate manner.

___ A. Places paperwork in appropriate employee personnel files.

___ B. Accurately enters maintenance information to payroll database.


___ C. Safeguards confidential records and information.
Comments:                                                                                                                        
 6. Assists in pre-employment process in a manner prescribed by company policy.

___ A. Assists  with reference checks (phone) of applicants for all locations.

___ B. Reports to HR Manager and/or appropriate department manager.

___ C. Assists with scoring assessments received from branches.

___ D. Compares scores with national norms.

___ E. Reviews and discusses recommendation with HR Manager.

___ F. Reports findings to branches.

___ G. Assists with securing credit and DMV-MVR reports.

___ H. Assists with drug screening results and reports information to the appropriate branch.



Comments:                                                                                                                           

7. Verifies leave accruals, mileage records, commissions, bank statements and employee deductions monthly.

___ A. On a monthly basis verifies and/or calculates:

            

1. Vacation and personal leave accruals (verify with branches).
            2.  Mileage records.

       
Comments:                                                                                         

8. Prepares performance evaluations in a timely manner.

___ A. Monthly - determine employees to be evaluated in upcoming month.

___ B. Distributes evaluation forms to appropriate general managers.

___ C. Follows-up with general managers to ensure completion.


___ D. Maintains list of past-due appraisals.


Comments:                                                                                                                                 

9. Assist with paying bi-weekly, monthly, or quarterly bills and deposits:


___ A. NADART deposits (Bi-weekly)
    ___
F. Worker’s Compensation-WV


___ B. AFLAC bills.



    ___
G. Voluntary Life Insurance

___ C. Garnishments (Bi-weekly)

    ___
H. United Way (Quarterly)

___ D. Life and disability bills.

    ___
I.  Flexible Spending Accounts

___ E. Wellness Center bill.




(Bi-weekly)




Comments:    
10. Assists with verifying general ledger accounts as needed for month-end close procedures.

___ A. Research account balances as requested.

___ B. Performs account analysis as requested.

Comments:                                                                                                                    

11. COBRA Administration
___ A. Sends new hire notice to third party administrator.  
___ B. Sets up files for newly active COBRA participants.

___ C. Sends termination notice to third party administrator.

            

Comments:    
12. Safety

            ___ A. Assists HR Manager with special safety projects.

   ___ B. Serves as member of Safety & Health Team and records minutes of meetings.  
            ___ C. Develops knowledge of OSHA standards and compliance programs.




Comments:    
13. Performs other duties as assigned and directed.




Comments:    


Human Resources Assistant


