
 

FLEMINGTON-RARITAN REGIONAL SCHOOLS 
 

JOB DESCRIPTION   
 

 

TITLE:    Human Resources and Health Benefits Support Secretary, Part-Time (.5625 %) - 
CONFIDENTIAL  
 

QUALIFICATIONS:  

Minimum:  

1. Ability to maintain confidentiality and interact professionally with staff and the public. 

2. Excellent organizational, secretarial, and written communication skills. 

3. Be multi-task oriented and flexible.  

4. Computer literate with software programs such as Microsoft Word, Microsoft Outlook, Excel, 

Google, and familiar with the Internet. 

5. Knowledge of business machines. 

6. Criminal history background check and proof of U.S. citizenship or legal resident alien status 

and a complete physical examination. 

 

Desirable:  

1. Personnel/Human Resources/Health Benefits experience. 

2. Knowledge of software programs such as Systems 3000 and Frontline.  

3. Knowledge of the District. 

 

REPORTS TO:  Superintendent  

 

JOB GOAL: To perform job-related duties to support the Health Benefits Coordinator and the 

Personnel Coordinator and those assigned by the Superintendent’s office and/or the 

Business Administrator's office. 

  

PERFORMANCE RESPONSIBILITIES: 

 

Payroll/Benefits Coordinator Support:  

 

1. Assist with maintaining and enrollment of all staff information into the district/state offered health 

benefit plans and the COBRA program. 

2. Assist with maintaining and enrollment in employee worker compensation plans, disability plans, 

and flexible spending accounts. 

3. Assist with the monthly reconciliation of Systems 3000 for health benefit changes, disability 

insurance deductions, and flexible spending account deductions in coordination with the Payroll 

module and corresponding payments. 

4. Assist with all necessary State reporting for all employee insurance programs. 

5. Assist with annual audit of staff health benefits database. 

6. Assist with the compilation, maintenance, and distribution of strategic, confidential (negotiations) 

materials and budgetary information, including without limit personnel information and direct 

participation in collective negotiations. 

7. Perform any other duties or responsibilities designated by the Payroll / Benefits Coordinator, the 

Business Administrator and/or his/her designee. 

 

 

 



 

Personnel Coordinator Support: 

 

1. Assist with maintaining and entering data for all personnel databases. 

2. Assist with the completion of the employment process of new staff members and leave 

replacements. 

3. Assist with issuing annual contracts for all employees. 

4. Assist with the completion of the yearly rollover of personnel systems. 

5. Assist with confirming employee salaries for annual budget projections and staff reappointments. 

6. Assist with the completion of State Reports. 

7. Assist with the update and maintenance of the teacher and administrator evaluation systems and 

protocols. 

8. Assist with the compilation and coordination of information regarding staff absences and audit 

reports. 

9. Assist with the compilation, maintenance, and distribution of strategic, confidential (negotiations) 

materials and budgetary information, including without limit personnel information and direct 

participation in collective negotiations. 

10. Perform any other duties or responsibilities designated by the Personnel Coordinator, the 

Superintendent and/or his/her designee.  

 

TERMS OF  

EMPLOYMENT: Part-time, twelve-month work year, in an unaligned position, twenty-two and a 

half (22.5) hours per week. Work schedule to be determined. 

 

EVALUATION: Performance of this job will be evaluated and conducted annually by the 

Superintendent, in conjunction with the Business Administrator 

 

Approved: 3/8/21 

 

 


