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JOB POSTING 
 
Position Title:  Payroll & Benefits Administrator  Reports To: Human Resource Manager   
 
Position Summary: 
Performs processing payroll functions and benefits administration. This position is responsible for directing and 
planning the day-to-day operations of group benefits programs (group health, dental, vision, short-term and long-
term disability, worker’s compensation, life insurance, travel and accident plan, flexible spending plan, 401(k) plan 
and retirement plan). This individual is also responsible for coordination of payroll through third party processor 
and payroll tax functions, and adheres to the existing KSB, Inc. financial policies and procedures.   

 
Knowledge, Skills and Abilities:   

 Effective communication and organizational skills required, both verbal and written.   

 Ability to ask and answer questions and concerns in a positive manner. 

 Ability to manage time effectively to meet various deadlines. 

 Basic knowledge of the accounting process, including controls and verification procedures. 

 Credit-knowledge of credit function, liens, UCC process, and Bond claims on public construction. 

 Computer proficiency and technical aptitude with the ability to use MS Word, Excel and PowerPoint. 

 Knowledge of benefits contract language. 

 Familiarity with federal and state regulations, filing and compliance requirements, both adopted and pending, affecting 
employee benefits programs, including ERISA, COBRA, FMLA, ADA, Section 125, workers’ compensation, Medicare, 
COBRA, and Social Security and DOL requirements. 

 
Tasks / Responsibilities: 

 Maintain, input, record, and process semi-monthly payroll through a third party processor.   

 Track and record overtime, verify merit increases and retro pay, and adjust benefits.   

 Reconcile employee deductions and prepare input for journal entries to post payroll amounts to the general 
ledger.   

 Prepare and upload electronic file to record 401(k) deductions from employee files to plan administer.   

 Work with benefits broker to research employee benefits plans and applicable suppliers vendors to identify 
those that present the best value. 

 Assist in the management of the benefits plan renewal process.   

 Serve as primary contact for plan vendors and third-party administrators.  

 Coordinate transfer of data to external contacts for services, premiums and plan administration.  

 Work effectively to ensure benefit plans run smoothly. Investigate discrepancies and provide information in 
non-routine situations. 

 Document and maintain administrative procedures for assigned benefits processes.  

 Coordinate daily benefits processing. 

 Handle enrollments, COBRA, terminations, changes, beneficiaries, disability, accident and death claims, 
rollovers, QDROs, QMCSOs, distributions, loans, hardships and compliance testing.  

 Oversee maintenance of employee benefits files and updating of employee payroll records.  

 Gather employee data and oversees the processing of monthly billings and the preparation of vouchers for 
payment of administrative fees for all group plans.  

 Design and distribute materials for benefits orientations, open enrollment and summary plan descriptions.  

Education / Experience: 
4 year degree in Accounting or Business preferred. Minimum 1 -3 years experience in same or similar Payroll 
and/or Benefit Administrator role.  

 
Interested candidates should submit an internal application and attach an updated resume to 
careers@ksbusa.com or contact Human Resources at 804-222-1818.   
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