 				Port Angeles Composite LLC PAC

JOB DESCRIPTION

	1. JOB DETAILS

	Job Title
	HR & Payroll Specialist 

	Reports To
	Business Management Director – Jennifer Thompson

	Division
	Port Angeles Composite 

	Department
	HR

	Prepared / Revised On
	03/09/2026

	Application Deadline
	03/17/2026




	2. JOB PURPOSE

	Summarize in one statement how this job contributes to the overall mission and goals of PAC

	The HR & Payroll Specialist provides accurate, compliant, and timely execution of payroll and core human resources processes for Port Angeles Composite LLC. This role is critical to stabilizing HR operations, supporting employees, ensuring regulatory compliance, and reducing operational risk in a growing manufacturing environment. The HR & Payroll Specialist partners closely with leadership while maintaining hands‑on ownership of day‑to‑day HR and payroll activities.
This position is full‑time, Monday–Friday.





	3.  KEY ACCOUNTABILITIES

	List the key accountabilities that must be carried out to fulfil the job purpose.
	% of time

	Payroll Administration & Compliance  
· Own end‑to‑end payroll processing including timekeeping validation, payroll submission, and reconciliation  
· Review payroll registers for accuracy, compliance, and proper deductions  
· Resolve payroll discrepancies and employee inquiries  
· Maintain payroll records and documentation

	35

	HR Administration, Recruiting & Employee Support  
· Administer onboarding and offboarding processes, including required documentation and system updates  
· Maintain employee records and HRIS data with strict confidentiality  
· Serve as first point of contact for employee HR and benefits questions  
· Coordinate recruiting activities including internal and external job postings, tracking open positions, candidate communication, and interview scheduling 
· Serve as first point of contact for employee HR and benefits questions 
· Coordinate benefits enrollment, changes, and vendor communication

	30

	Leave Administration & Compliance  
· Administer statutory and company leave programs (FMLA, PFML, sick leave, PTO)  
· Ensure proper documentation, tracking, and coordination with payroll  
· Escalate complex cases to management or HACI HR as appropriate

	15

	Compliance, Documentation & Audit Support  
· Maintain HR documentation to support audits and regulatory reviews  
· Assist with HR compliance activities and remediation tracking  
· Support development and maintenance of HR procedures and internal controls
· Support site EH&S activities including training coordination, incident reporting, recordkeeping 
· Maintain OSHA logs (300/300A) and required safety documentation  
· Coordinate with operations leadership and external resources on safety compliance matters  
· Escalate significant safety issues or regulatory concerns to leadership as appropriate

	15

	Process Improvement & Cross‑Functional Support  
· Identify opportunities to improve payroll, HR, recruiting, and EH&S workflows  
· Support cross‑training of employees and documentation of processes to build organizational knowledge and coverage  • 
· Provide general administrative support related to HR, payroll, recruiting, and safety processes
	5





	4. QUALIFICATIONS, EXPERIENCE, & SKILLS

	State the minimum acceptable qualifications, experience and skills for this job. 

	Minimum Educational Qualifications
	· High School diploma required 
· Associate’s or Bachelor’s degree in Human Resources, Business Administration, Accounting, or related field preferred


	Minimum Experience
	· Demonstrated experience administering payroll and HR processes in a manufacturing or operations environment 
· Working knowledge of payroll systems, HRIS, and timekeeping systems 
· Experience supporting HR compliance activities, audits, and employee documentation 
· Demonstrated ability to work independently with minimal supervision
· 

	Other Job-Specific Skills
	· High attention to detail and accuracy
· Strong organizational and prioritization skills
· Ability to handle confidential information with discretion and professionalism
· Effective written and verbal communication skills
· Comfortable operating in a growing organization with evolving processes

Note: Reasonable accommodations will be made to enable individuals with disabilities to perform essential functions.




	5. KEY PERFORMANCE INDICATORS

	List the typical key performance indicators that are used to measure success in the job.

	· Payroll processed accurately and on time

	· Reduction in payroll errors and corrections

	· Timely resolution of employee payroll and HR inquiries

	· Compliance with internal controls and regulatory requirements




	6. COMMUNICATIONS & WORKING RELATIONSHIPS

	List the main internal and external working relationships for this job, and the reasons for interaction.

	Internal Contacts
	· PAC employees
· Finance, IT & HR Manager
· Manufacturing supervisors and leadership
· HACI HR and Finance partners
· Senior leadership

	External Contacts
	· Payroll and benefits vendors
· Regulatory agencies (as required)
· External auditors or consultants (as needed)





	7. JOB DIMENSIONS

	No. of Direct Reports
	0

	No. of Indirect Reports
	0

	Financial Dimensions
	Actual compensation will be determined based on education, experience, internal equity, and business needs




	8.  DECISIONS EXPECTED

	Describe 2 – 3 typical decisions that this job is expected to make and / or influence.

	· Determining appropriate resolution paths for payroll discrepancies
· Identifying when HR issues require escalation to management or HACI HR
· Prioritizing payroll and HR activities to meet deadlines and compliance requirements




	9. PAC COMPETENCIES

	Select competencies based on appropriate role type.

	· Communicating with Impact and Influence:  Listens effectively to gain understanding of individuals and organizational perspectives.  Clearly communicates organized thoughts, utilizing oral, written, & verbal skills 
· Purpose Driven:  Supports company direction and promotes an environment aimed at PAC’s unified success.  Acts in an open, trustworthy, honest & ethical way even when it’s difficult or risky
· Creating teamwork and valuing relationships:  Develops a network of internal/external relationships that facilitates a culture of collaboration and fosters an inclusive environment where divers perspectives are embraced.



	
10. WORKING CONDITIONS

	Identify the working conditions and physical demands which relate to the essential functions of the position (e.g., physical requirements, work environment, travel, necessary OT, etc.)

	  Work Environment: Ability to operate in a manufacturing environment that may include exposure to equipment noise, temperature variations (heat and cold), dust, and loud conditions throughout the workday.
  Physical Activity: Ability to stand, sit, walk, squat, bend, reach, stretch, and move continuously for extended periods as required by job duties, including working across multiple buildings.
  Sensory Requirements: Ability to read, hear, speak, and see effectively in support of all assigned tasks.
  Material Handling: Ability to lift, carry, push, pull, or otherwise move items weighing up to 25 lbs. without assistance throughout the work shift.
  Safety & Compliance: Ability to work safely and professionally while adhering to all applicable regulatory and organizational requirements (e.g., FAA, OSHA).






	11.  APPROVALS

	Manager (Dept. Manager / Division Head)

	
	
	

	Signature
	
	Date

	Human Resources

	 
	
	 

	Signature
	
	Date
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