
Payroll/Benefit Manager 
 
Reports To:  Director of Community Engagement 
&  Innovation 

Department:  City Administration  

FLSA Classification: Non-exempt Grade:  12 
 
JOB SUMMARY: (What is done and why.) 

Manages accurate processing, and recording of payroll.  Coordinates and manages compensation and 
benefit programs, including preparation, implementation, and day-to-day administration and compliance.  
Also, establish and provide expertise and maintain compliance for assigned areas. 

 
ESSENTIAL FUNCTIONS: (Majority of duties, but not meant to be all-inclusive nor prevent other duties from being assigned as necessary.) 

1. Payroll management: Manage accurate processing and recording of company’s payroll, and 
financial analysis of salaries, analyze payroll issues, and recommend corrective actions.  Prepare 
reports to transfer liabilities, and provide reports to Finance Director. Work with payroll software 
to prepare accuate, and timely reports to Vermont Dept. of Labor. Assist Finance Director with 
reports for annual audit, and updates for comp schedule.  

2. Benefit management:  Administer the City’s benefit programs with a focus on data accuracy, 
vendor efficiency, and participant experience. (retirement plans, medical, dental, EAP, vision, 
voluntary benefit plans, COBRA, etc)  Manage the relationships with benefit plan administrators, 
consultants and brokers, including monitoring of service level agreements, performance 
expectations, and fees.  Day-to-day contact of vendor relationships (retirement, medical, dental, 
EAP, vision, and voluntary benefit plans, COBRA.) 

3. Leave and disability:  Manage and administer leave and disability programs, including worker’s 
comp, etc.   

4. Compensation:  Assist in the compensation program, including analysis of data and providing 
reports. Assist in contract negotiations with data and reports. 

5. Renewals and Open Enrollment:  Manage annual insurance renewal and open enrollment 
processes including communications, employee meetings, and health fairs.  

6. Data:  Manage data integrity of benefits in ADP; identify errors, perform corrections and 
recommend opportunities for improvement.  Oversee maintenance of employee benefits files. 
Initiate all new employee paperwork including:             
E-verify, background checks (Vermont Crime Information Center, Agency of Human Services, 
State of Vermont Sex Offender Registry), etc.   

7. Compliance:  Ensure compliance with regulatory agencies and perform reporting requirements.  
Prepare reports and verifications as required.   

8. Onboarding/Communications:  Manage documents discussing all benefit packages, and help to 
create a positive experience for new employees.  Develop and prepare communications and 
processes for sharing benefits, wellness, and other related materials. 

9. Wellness:  Manage the Cigna Wellness Grant.  Manage the Wellness Engagement committee by 
promoting a culture of physical, psychological, and emotional well-being for our employees.  
Provide activities and support that will result in healthier lifestyles.   

10. Assist in answering City Manager’s Office main phone line and providing excellent customer 
service.  

11. Maintains professional and technical knowledge by attending educational workshops, reviewing 
professional publications, and participating in professional societies.  

12. Other duties as assigned.       

 
 KNOWLEDGE AND EXPERIENCE: (Minimum education, experience, technical and communication skill levels and licenses/certificates normally required to perform the duties of this 
position.) 



 
1. Bachelor’s degree, two years of experience in payroll and benefit administration; or an equivalent 

combination of education and experience 
2. Demonstrated ability with ADP Workforce Now. 
3. Demonstrated ability to communicate effectively, both orally and in writing.  
4. Demonstrated ability to maintain confidentiality of personnel records.  
5. Demonstrated ability to establish effective working relationships with employees and the general 

public.  
6. Thorough knowledge of efficient office practices and procedures or demonstrated ability to learn.  

 
 

WORKING CONDITIONS: (Typical working conditions associated with this type of work and environmental hazards, if any, that may be encountered in performing the duties of this position.) 

 
Internal- Work is normally performed in climate controlled office environment, where exposure to conditions 
of extreme heat/cold, poor ventilation, fumes and gases is very limited. Noise level is moderate and includes 
sounds of normal office equipment (computers, telephones, etc.).  No known environmental hazards are 
encountered in normal performance of job duties.  
 
External- External work is limited.  No travel or extensive work outdoors is anticipated in this position. 
   

PHYSICAL DEMANDS: (The physical effort generally associated with this position.) 

 
Work involves standing and walking for brief periods of time, but most duties are performed from a seated 
position. There is potential for eyestrain from reading detailed materials and computer screen. Deadlines, 
workloads during peak periods and changing priorities may cause increased stress levels. Work may include 
occasional pushing, pulling, or carrying objects weighing of approximately 40 pounds such as files, documents, 
and some equipment. Work normally requires finger dexterity and eye-hand coordination to operate computer 
keyboards at a moderate skill level. Repetitive motion injuries may occur.  

 
 SUPERVISED BY:  
     

Supervision is received from the Director of Community Engagement and Innovation. 


	Payroll/Benefit Manager

