City of Moody
Human Resources Position
The City of Moody is presently accepting employment applications for a fulltime Human Resources
position. Submit your application to:
City of Moody, City Clerk

670 Park Avenue,

Moody, Al 35004
Monday through Thursday 7:00 a.m. to 6:00 p.m.
Application Deadline October 29, 2015 6:00 p.m.

For a job description you may visit our website at www.moodyalabama.gov
EOE




Human Resource Officer
Essential Duties and Responsibilities

*Develops and maintain a human resource system that meets management information
needs and keeper of all personnel records.

*Payroll for all departments for City Moody employees and keep in compliance with
Federal and State law.

*Must attend classes to stay in compliance with payroll, labor relations and HRO.

*Keep up to date Company policies regarding equal employment opportunities, compensation,
and all employee benefits.

*QOversee the evaluation, classification and rating of occupations and job positions.

*Administer to new employees for benefit packages on insurance, retirement and
holidays according to personnel policy.

*Responsible for payroll claims on Workman’s Claims Audit.

*Responsible for payroll court garnishments and deductions for payroll and must be kept in
confidence and sent to accounts payable for payment processing to the Court.

*Responsible for working up retirement reports and reporting to the
Retirement Systems of Alabama. Audit reporting yearly to balancing to ERS Reports.

*Qrganize and maintain opening enrollment for insurance programs that are offered

to the employees every year. Keeping up with deductions for payroll and balancing
invoices for the accounting department for payment to the companies.

*Responsible for enrolling employees in Health plan and maintenance to the payroll.

* Assist employees when needed for insurance claims needing to be sent to the correct
insurance carriers to make sure payments are being made for professional health

care services.

Open door policy to all employees needing assistance with personnel and health care questions.



