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130934BR - Human Resources Customer Specialist

Human Resources Customer Specialist

Job Description:

* Provide a high level of customer service. 
* Answer all levels of employee HR questions using phone, e-mail, written correspondence and in-person. 
* Research policies, practices and data to verify accuracy of information submitted. 
* Responsible for accurate input of all transactions into Lawson system within specific and designated time frames to ensure timely distribution of paychecks. 
* Data entry and maintenance of payroll deductions as they relate to benefits and other employment related deductions. 
* Review benefit forms for accuracy, completeness and compliance. 
* Resolve employee questions and concerns about benefits, time accrual, and employment.

Minimum Requirements:

* High School Diploma or equivalent. 
* Two years experience in human resources, benefits administration or payroll, or equivalent work experience. 
* Demonstrated experience navigating multiple computer screens, including entry of required information. 

Preferred qualification for this position include: 
* Additional experience, education or training in the areas of Human Resources or Payroll. 
* HR certification (PHR, SPHR or CEBS).




-- 
Melanie P. Grantham, MS, PHR, SHRM-CP
Air Force Spouse
Recruiter Connect Specialist
Virginia Office
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