
 
 

Metro North YMCA Position Job Description 
Manager of Payroll & Human Resources Administration  

 
Reports to:  Vice President Human Resources 
Position Type:  Full time salaried 
FLSA:   Exempt 

 
Position Overview: 
This human resources executive is in charge of directing all administrative aspects of the 
payroll and human resources functions, including but not limited to; new hire 
onboarding, job postings, mandated background checks, new hire administration and 
importing, interface with ADP workforce management system (HRIS), benefits 
administration, employee terminations, COBRA administration, FMLA, and any vendor 
billing (i.e. auditing the monthly bills)  
 
Work with the Vice President of Human Resources to manage the range of benefits and 
employee services to ensure that offerings are competitive and are appropriate for the 
organization to attract and retain staff members.   
 
Assist with HR generalist responsibilities as time permits. 
 
Essential Responsibilities: 

1. Process and manage the YMCA’s bi-weekly payroll processing through the ADP 
system.  

2. Work with all hiring managers to manage the onboarding and termination of all 
YMCA Metro North employees.  

3. Act as ADP expert and liaison as it relates to HR and Benefits to ensure more 
efficient and effective use of HRIS workforce management system. 

4. Manage benefit plan offerings including eligibility, enrollment, communications, 
invoicing and data integrity of all plans.  Recommend and create new online 
systems to improve efficiency.  

5. Facilitate automated data collection, tracking and reporting of benefit plan 
eligibility, enrollment, billings and expense.  

6. Manage, document and track all requests for leave of absences including FMLA, 
long-term disability and worker’s compensation.  Advise employees on eligibility 
and terms of the leave. 

7. Participate in new hire orientation when needed. 
8. Manage worker’s compensation claims and required reports. 



9. Ensure all benefits plans comply with all federal, state and local laws and reflect 
the values and philosophy of the YMCA.  

10. Assume additional HR responsibilities as determined by the VP of Human 
Resources. 

 
Education and Experience:   

 Bachelor’s degree in human resources management, business or other related 
field 

 Advanced degree preferred 

 4 to 6 years of experience in managing HR, payroll and benefit programs in a 
multi-location organization with a diverse work force of employee classifications. 

 
Skills and Competencies: 

 Demonstrated ability to manage, communicate and administer a wide range of 
employee compensation and benefits programs 

 Strong verbal, listening, presentation and written skills 

 Strong analytical and PC skills; technologically savvy in handling of administrative 
practices 

 Problem solving ability in dealing with complex organizational issues 

 Results orientation with a sense of urgency and can-do attitude 

 Well organized and comfortable with managing multiple priorities and tasks 

 Strong project management and organizational skills 

 Attention to detail and a continuous improvement orientation 

 Strong orientation to customer service  
 

 
Work Environment: 

 The noise level in the work environment is usually moderate. 

 Occasional evening work may be required 
 
Required training/certifications: 
 

 Child Abuse Prevention 

 Sexual Harassment Prevention 

 Respect in the Workplace 

 Others to be determined 

 
YMCA Competencies (Team Leader): 

Mission Advancement: Models and teaches the Y’s values. Ensures a high level of service 
with a commitment to changing lives.  Provides volunteers with orientation, training, 
development, and recognition. Cultivates relationships to support fund-raising. 



 
Collaboration: Champions inclusion activities, strategies, and initiatives. Builds 
relationships to create small communities. Empathetically listens and communicates for 
understanding when negotiating and dealing with conflict. Effectively tailors 
communications to the appropriate audience. Provides staff with feedback, coaching, 
guidance and support. 
 
Operational Effectiveness:  Provides others with frameworks for making decisions. 
Conducts prototypes to support the launching of programs and activities. Develops 
plans and manages best practices through engagement of team. Effectively creates and 
manages budgets. Holds staff accountable for high-quality results using a formal process 
to measure progress.   
 
Personal Growth: Shares new insights. Facilitates change; models adaptability and an 
awareness of the impact of change. Utilizes non-threatening methods to address 
sensitive issues and inappropriate behavior or performance.  Has the functional and 
technical knowledge and skills required to perform well; uses best practices and 
demonstrates up-to-date knowledge and skills in technology. 
 
Salary Range: $45,000- $55,000 commensurate with experience 
 

Interested candidates should send cover letter and resume to Paul Mantell, Vice 
President Human Resources, pmantell@metronorthymca.org  
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