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253/620-8300 
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Human Resources (HR) Specialist 
 
Posting Date:  November 1, 2019 

Application Deadline: Open Until Filled 

Start Date:  As soon as mutually agreeable 

 
Charles Wright Academy is an independent coeducational day school offering a broad curriculum in 
the liberal arts.  Founded in 1957, the school enrolls 620 students in preschool through grade 
twelve. We are located in a suburban neighborhood southwest of Tacoma, approximately one mile 
from Puget Sound and within the shadow of Mt. Rainier. 
 
Charles Wright Mission Statement:  To inspire active, joyful learning while nurturing and challenging 
our students to develop the character, creativity, and skills to successfully navigate the future with 
confidence. 
 
Summary: 
Seeking a person who loves the work of Human Resources (HR) and cares for their employee 
clients, all in service to our students and their families.  This is a half-time, year-round position 
responsible for supporting the human resources manager with administration of various HR services 
including recruiting tasks, onboarding and offboarding activities for employees, HRIS database 
maintenance, benefit plans transactions, audit preparation and reporting, and other tasks as 
assigned. Serves as back-up to the payroll specialist.  

 

  Responsibilities: 
Human Resources 
1. Coordinate recruiting and onboarding process for all open positions, including but not limited to: 

assisting with recruitment strategy, job descriptions and job postings, managing the HR inbox, 
reviewing resumes for minimum qualifications, assessing hiring manager’s satisfaction with 
candidate pool and assisting with a possible revised strategy.  

2. Manage substitute teacher roster from recruitment through onboarding. 
3. Execute a high-quality, efficient onboarding experience including background checks, new hire 

paperwork, and file making. 
4. Execute benefit transactions, interfacing with carriers.  
5. Maintain integrity of employee records including in HR information system; run reports at request 

of manager; assist with annual census and audit preparation. 
6. Administer paid time off policies for all employees. 
7. Assist with confidential annual contract/wage letter creation, review and distribution, including 

estimates of total compensation. 
8. Assist in responding to employee verifications. 
9. Respond promptly to employee questions concerning HR-related matters with a high level of 

customer service and confidentiality. 
10. Serve as HR Manager’s backup for reconciling semi-monthly FSA eligibility & deduction report.  
11. Maintain current knowledge of policies, regulations, legislation, technology, and procedures 

governing HR; learn new skills as needed. 
 



Payroll back-up 
1. Prepare and transmit payroll for over 200 employees. 
2. Verify payroll after processing to ensure accuracy and make any necessary corrections. 
3. Ensure timely filing of personnel records (i.e. W-4, EAN, correspondence) 
4. Assist with reconciling employee benefit providers’ billings to respective general ledger accounts 

on a monthly basis  
 

Required Qualifications: 
1. Bachelor’s Degree 
2. Prior experience in a customer-facing, HR support role with a high-level service ethic. 
3. Demonstrated technological literacy across multiple platforms including ability to update various 

websites. Proficient in utilizing a HRIS system and Microsoft Office software is critical. 
4. Proven ability to collaborate, follow tasks through to completion, and be proactive to follow up on 

details. 
5. Ability to manage and prioritize multiple responsibilities effectively and accurately under narrow 

time limitations. 
6. Ability to organize and analyze facts and present them in a clear, concise, and logical manner, 

both verbally and in written form; keep all necessary parties informed. 
7. Ability to maintain strict confidentiality. 
8. A commitment to diversity and inclusion with a solid sense of cultural competency. 
 

Preferred Qualifications: 
1. Education, certification and/or experience in payroll. 
2. Experience working in schools or the education field. 
3. Experience in Paylocity payroll/HRIS platform, MIP software and Google G-Suite for education. 
 
Salary/Benefits: 
Salary is competitive and dependent upon background, and breadth of experience.  This position is 
eligible for prorated sick and vacation leave and 13 paid holidays.  Charles Wright offers a robust 
retirement plan, including an employer contribution once you meet eligibility. 
 
Application Process: 
If you are interested, please send: 
1) a resume  
2) a letter of interest  
 
To CWA Human Resources via: 
 
Email:  humanresources@charleswright.org 
 
Mail:  Attention Office of Human Resources at address above. 
 
No phone calls or inquiries, please. 
 

Employment is contingent on the successful completion of a national background screening 
and fingerprinting process.  

Charles Wright Academy is an Equal Opportunity Employer: M/F/V/D.  
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