THE
PITTSBURGH
FOUNDATION

Human Resources Specialist

Reports to: Human Resources Manager
Position Status: Regular, Part-Time, Non-Exempt

Position Summary

The human resources specialist will provide human resources support by working together with
the human resources manager, Pittsburgh Foundation and supporting organization staffs.
Candidate should have a strong background in payroll on a leading automated system. Other
human resources duties will include assisting the human resources manager in employee
relations, recruiting, benefits, leave of absences, workers comp, etc.

The human resources specialist will have strong customer service skills, ensuring accuracy and
timeliness in all employee interactions. You should be a proactive communicator, with strong
organizational and execution skills, attention to detail, and someone who can successfully
balance competing demands and priorities and be solution focused. Maintain professionalism in
all circumstances and communicates with all levels of employees throughout the organization.

Essential Duties and Responsibilities

Payroll and Benefits

e Completes monthly payroll processing

e Work with accounting specialist to complete payroll journal entries.

e Assists in benefits administration.

e Helps with annual open enrollment and year-end processes.

* Maintains personnel and benefit files in compliance with applicable legal requirements.

Training and Development

e Participate in and provide support to the Foundation’s Diversity, Equity & Inclusion
Committee.

e Assists with development/content, materials, and miscellaneous documents for
organizational development.

e Works with the human resources manager in developing, planning and coordinating
training events for staff.



New Hire and Orientation

Assist in new hire onboarding and orientation process.

Assist in posting, pre-screen and scheduling interviews for foundation and supporting
organizations.

Ensure the foundation intranet stays up-to date relevant human resources information.
Become knowledgeable in human resources policies and procedures.

Work with HR Manager on special projects.

Handle confidential information with sensitivity.

Other duties as assigned.

Key Skills and Experience

BS or BA degree in human resources or business is preferred.

Prior ADP payroll and HRIS experience, preferably WorkforceNow.

Must have experience running payroll with knowledge of deductions, taxed and pre-taxed
benefits, PTO, federal and state taxes, ability to run payroll reports and strong computer
skills (excel) for complex computerized payroll system usage.

Cultural competence and a commitment to racial equity.

A high level of professionalism and the ability to work collegially with staff across
departments.

Requires excellent verbal, interpersonal and written communication skills.

Results oriented with skills in project management, organization, planning and attention
to details.

Proactive, self-directed and reliable.

High sense of integrity, confidentiality, honesty and ethics.

Flexible, responsive, and collaborative work style with a strong service mentality.
Proficiency with Microsoft Office suite, including Word and Excel.

To Apply

Interested candidates should submit resume and cover letter to jobs@pghfdn.org.

No phone calls please.

THE PITTSBURGH FOUNDATION IS AN EQUAL OPPORTUNITY EMPLOYER
COMMITTED TO DIVERSITY AND INCLUSION.



About the Foundation

Established in 1945, The Pittsburgh Foundation (TPF) is one of the nation’s oldest community
foundations and is the 14th largest of more than 750 community foundations across the United
States. As a community foundation, our resources comprise endowment funds established by
individuals, businesses and organizations with a passion for charitable giving and a deep
commitment to the Pittsburgh community. The Foundation has approximately 2,000 individual
donor funds and, together with its supporting organizations, assets of more than $1.14 billion.
Grantmaking from the funds benefits a broad spectrum of community life within Pittsburgh and
beyond with more than 2,000 grantees receiving funding annually. The Foundation typically
awards grants of more than $40 million each year. Grantmaking from the Foundation’s
discretionary funds leverages a broad range of resources and enables the Foundation to be an
important change agent for the region. Approximately 85 percent of all grant-making dollars stay
within the Pittsburgh region.



