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VILLAGE OF ROSCOE 
POSITION DESCRIPTION 

 
 
Job Title: Compensation and Benefits Specialist 
Department: Administration 
Reports to: Village Administrator 
Prepared by: Patrick DeGrave 
Prepared Date: May 6, 2016 
 

 

Primary Purpose: 
The primary purpose of this position is to compile accurate payroll data, generate bi-weekly payroll, and maintain 
payroll records, and to process and generate bi-weekly accounts payable payments for the Village of Roscoe. 
 

Organizational Relationship: 
The incumbent is under the direction of the Village Administrator and must maintain a close working relationship 
with the Village Treasurer, all other departments and elected officials. 
 

Responsibilities: 
The incumbent is also responsible for the accurate calculation and processing of all payroll data, recording of 
withholdings and payment of payroll taxes.  The incumbent is also responsible for all payments of goods and 
services necessary for the basic operation of the Village of Roscoe.   

Knowledge Required: 
This position must have a minimum of an Associate Degree in accounting.  Previous experience with 
accounting/payroll software and an understanding of payroll tax laws are required.  Must have experience with 
accounts payable systems software and proficiency with Excel software. 
 

Essential Functions: 
 

1. Prepare and manually reviews calculation of time sheets for completeness and accuracy. 
2. Process employee bi-weekly payroll by entering data into payroll system. 
3. Compile payroll data such as garnishments, hours worked, vacation and other paid time. 
4. Prepare monthly (or quarterly) pay for the Village Trustees, Zoning Board of Appeals and Police & Fire 

Commission based on meeting attendance. 
5. Prepare reports to verify data entered, wages computed to ensure accuracy of bi-weekly and monthly 

payrolls. 
6. Submit federal tax, state tax, and Illinois Municipal Retirement Fund (IMRF) payments online. 
7. Maintain balances on vacation, personal days, sick time, etc., as it applies to the union contract and 

employee handbook. 
8. Update master payroll records. 
9. Maintain all accounts payable files in a secured location. 
10. Report all online payments to Village Treasurer. 
11. Maintain all payroll files by year in secured location. 
12. Prepare periodic reports of earnings, taxes and deductions.   
13. Maintain strict confidentiality regarding all personnel matters. 
14. Review all invoices for appropriate documentation and approval prior to payment. 
15. Maintains a current list of vendors within the accounts payable database. 
16. Data entry of all invoices, check requisitions, etc. into accounts payable system for payment processing. 
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17. Review signed checks with approved invoice for accuracy and prepare for mailing. 
18. Assist the independent auditors during their annual audit review by providing requested documentation. 
19. Maintain all titles and registrations for all municipal vehicles in a secured location. 
20. Administer all benefit programs pertaining to employees of the Village and maintain the related records. 
21. Maintains knowledge of legal requirements and government reporting regulations affecting human 

resources functions and ensures policies, procedures, and reporting are in compliance. 
22. Plan and conducts new employee orientation to foster positive attitude toward Village goals. 
23. Maintain personnel files and records of benefits plans participation such as insurance and pension plan, 

hiring records, promotions, transfers, performance reviews, terminations, and employee statistics for 
government reporting. 

24. Administer benefits programs such as life, health, dental and disability insurances, pension plans, vacation, 
sick leave, leave of absence, and compensatory time. 

25. Maintain records of all unemployment compensation claims, worker’s compensation claims, and all 
general liability claims such as property damage, vehicle accidents, etc. 

26. Prepare and maintain employee separation notices and calculated separation payment.  
27. All other duties as assigned by Village Administrator. 

 
 

HUMAN RESOURCE DUTIES: 
 
Work Environment: 
 

The work environment characteristics described here are representative of those an employee encounters while 
performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 
 
 

This position operates in a professional office environment.  This position routinely uses standard office equipment 
such as computers, phones, copiers, and filing cabinets. 
 
Physical Demands: 
 

This is a largely sedentary role; however, some filing is required.  This would require the ability to lift files, 
opening filing cabinets and bend or stand as necessary. 
 
Position Type and Expected Hours of Work: 
 

This is a full-time position, Monday thru Friday.  Current hours of operation are 8:30 a.m. to 5:00 p.m.  
 
Other Duties: 
 

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties, or 
responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may change at 
any time with or without notice. 

 
 
 


