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• Maintain records and carry out administrative functions for special 

benefits such as COBRA, worker’s compensation, unemployment 

benefits, etc. 

• Administer employee orientation process including meeting with new 

employees to review prepared orientation packets of College and VSC 

necessary materials.  

• Supervise and coordinate the organization and maintenance of central 

personnel records systems related to all aspects of employment, 

benefits, job classification, etc. 

• Oversee TIAA/CREF retirement system.  Coordinate employee-

counseling sessions. 

• Work with five on-campus bargaining units in implementing the 

different contracts as they relate to payroll, benefits and employee 

classification. 

• Assist in developing, drafting, implementing, interpreting and 

enforcing wide range of campus personnel policies and procedures.  

• Assist in developing evaluating and revising Human Resources 
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MINIMUM QUALIFICATIONS 

Bachelors degree in business or other appropriate discipline, plus three to 

five years of relevant personnel and/or  higher education administration 

experience or a combination of education and experience from which 

comparable knowledge and skills are acquired. 

• Strong working knowledge of personnel administration with 

previous experience in the areas of benefits, recruitment, and/or 

wage/salary administration. 

• Excellent computer skills. Experience with Colleague preferred. 

• Good understanding of payroll accounting principles and 

procedures. 

• Strong writing, math, analytical and problem-solvin


