
Payroll and Human Resources Specialist 

Job Title: Payroll and Human Resources Specialist 

Supervisor: Director of Finance 

Job Classification:  Non-Exempt, Regular Non-Instructional Staff, Part Time, 12 Months 

Job Summary: Mount Calvary Church and Christian School of Elizabethtown, PA is taking 
applications for a Payroll and Human Resources Specialist. The position is immediately 
available. Compensation for the position will be determined by experience and may also include 
a tuition scholarship for enrolled children. The position is estimated to be no more than 24 hours 
per week with seasonal fluctuations. 

Essential Duties: 
Processes payroll files, prepares computer input forms, enters data into computer files, 
computes wages and deductions and posts to payroll. Reviews wages, computes and corrects 
errors to ensure accuracy of payroll files prior to submission to payroll processor. Posts payroll 
to general ledger. Notifies the Director of Finance and the Treasurer of total payroll and payroll 
taxes to be withdrawn for the bank account. Maintain payroll and related payroll information 
files. Maintains and prepares for payment monthly withholdings (IE. health insurance, dental, 
etc.). Prepares PCORI fees form 720 for filing and payment annually by July 31. (Fees required 
for self-insured health plans). Maintains all employment documentation, drafts offer letters, 
contracts and renewal agreements. Perform employee onboarding related to payroll and 
benefits through clear communication and required paperwork. Assist employees with benefit 
changes, inquiries, requirements, etc. Assist with staff benefit education and the open 
enrollment period. Perform required procedures and maintain appropriate documentation 
necessary on all volunteers within the ministry. Serve as a liaison between administration and 
business office on human resources matters, ensuring timely coordination of employment 
requirements, compliance standards and operational efficiency. Supports and helps to maintain 
software packages used to perform above duties. Performs other duties as assigned.  

General Qualifications: Working knowledge of basic computer operation including Microsoft 
Word, Excel, Outlook, Google Suite. Regular attendance is required for the position. Ability to 
calculate figures and amounts such as percentages, proportions, etc. 

Spiritual Qualifications: The candidate must possess a strong Christian testimony and be in 
agreement with the published doctrinal statement of Mount Calvary Church.  We desire that all 
staff be born again Christians who possess a clear Christian testimony and evidence of spiritual 
maturity and servanthood.  Although this individual will not be functioning in a pastoral capacity, 
we desire employees to aspire to the highest levels of character (1 Timothy 3:2-12; Titus 1:6-9; 
Matthew 20:26-27 and Mark 9:35). 



Education Requirements: High School Diploma or Equivalent. Associates degree or equivalent 
from two-year college or technical school preferred; or six months to one year of experience. 

Working Conditions and Physical Requirements: The physical demands described here are 
representative of those that must be met by an employee to successfully perform the essential 
functions of this job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform essential functions. Must have the ability to stand for extended periods of 
time; exhibit manual dexterity to dial a telephone, see and read a computer screen and printed 
material with or without vision aids; hear and understand speech at normal levels; speak in 
audible tones so that others may understand clearly; physical ability to lift up to 20 pounds to 
shoulder height and 30 pounds to waist height; and to bend, to stop, to sit on the floor, to climb 
stairs, to walk and to reach overhead. 

Mount Calvary Christian School reserves the right to update, revise or change this job 
description and related duties at any time. 

 

Application Process: Interested candidates should send a cover letter and résumé to Megan 
Jordan, Mount Calvary Christian School, 629 Holly Street, Elizabethtown, PA 17022.  Electronic 
and scanned materials can be sent to: info@mcchristianschool.com. At this stage, only a 
resume and cover letter are required. Selected candidates will be asked to complete the 
school’s instructional staff application. 
 
Positions remain open until filled. 
 
Mount Calvary Christian School is certified by the Association of Christian Schools International 
and the Middle States Association of Colleges and Schools Committee of Institution-Wide 
Accreditation. Located in Elizabethtown, Lancaster County, Pennsylvania, Mount Calvary 
Christian School serves the educational needs of nearly 800 students in grades preschool 
through grade twelve. The school is located less than twenty minutes from Lancaster and 
Harrisburg, drawing students from four local counties. 

 This job description in no way states or implies that these are the only duties to be performed 
by this employee. The employee will be required to follow any other instructions and to perform 
any other related duties as assigned by the supervisor or Superintendent. 

Mount Calvary Christian School reserves the right to update, revise or change this job 
description and related duties at any time. 
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