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Part-Time Administrative Payroll HR Coordinator 
 

 
The National Network to End Domestic Violence is a national organization dedicated to creating a 

social, political, and economic environment in which violence against women no longer exists.  We are 

seeking a part-time Administrative Coordinator for duties that include payroll and human resources for 

our national headquarters in Washington, DC near Dupont Circle.  We have a fast-paced but flexible 

office, with a highly skilled, team-oriented staff committed to ending domestic violence. 

 

The Administrative Coordinator will have responsibilities that cross HR, payroll, finance and 

administration, including but not limited to: 

 

a. Human Resources:  Enroll new employees and terminate departing employees from the benefit 

plans and ensure the appropriate COBRA/continuation of benefits information is provided to 

departing employees; and process employee changes (e.g. name, address, withholding) and 

changes to benefits as employees experience “qualifying events” that make changes to benefits 

necessary; maintain personnel files and respond to employment verification requests 

 

b. Benefits:  Be the point of contact for employees for all benefits (including life, health, transit, 

disability, etc.) related and payroll related questions; Work with the employees, benefits broker 

and/or benefits carriers to provide resolution to all inquiries; Trusted with sensitive payroll and 

employee information. 

 

c. Payroll:  Perform the payroll process for NNEDV’s staff (currently 18 employees located in 11 

states) on a semi-monthly basis, which includes:  

 

 Collecting and reviewing timesheets (time, attendance and leave use information) from 

NNEDV staff for the appropriate pay periods and maintain records of leave accrual; 

 Communicating payroll information to the payroll vendor, including setting up new 

employees, terminating employees, and making changes to employee payroll data (such as 

number of exemptions, changes to personal information, pay rate changes, deductions, etc.), 

when necessary;  

 Downloading payroll preview reports prior to releasing payroll for processing to ensure all 

payroll data is correct; obtaining review and approval by the appropriate supervisor prior to 

releasing payroll for processing;  

 Updating spreadsheet data as needed, e.g. retirement plan contributions, benefit deductions, 

leave accrual and personal information; when necessary, providing employee pay data for 

unemployment claims, and/or employee salary verification requests;  
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 Processing remittances from payroll as needed, e.g. retirement plan contributions;   

 Problem-solving and troubleshooting tax and other issues in the states where NNEDV has 

employees. 

 

d. Finance Team Support:  Provide assistance to the finance team as required.  This may include 

defined and ongoing responsibilities, such as data entry into Quickbooks, as well as “pinch-hitting” 

on specific projects 

 

e. Administrative Support:  Provide general support to the NNEDV president, and provide admin 

support to the D.C. office by maintaining files and systems as appropriate, and other duties as 

assigned. 

 

f. Charitable Registrations:  Coordinate with our outside registration law firm to ensure that they 

have the information they need to file state registrations, request checks for registrations and 

related fees, and ensure that all registrations are filed on time. 

 

g. Annually: Work with our retirement plan broker to complete the annual census required for 

retirement plan testing; and ensure the accuracy of all employee information for W-2 wage 

statements and address any special payroll tax items at year-end such as third party sick pay, group 

term life insurance imputed income (if applicable), taxable fringe benefits, etc.  

 

Salary and Benefits:  The minimum required is 20 hours per week, and we offer a flexible schedule.  

If you wish to work more hours, up to 30 hours per week, additional administrative and finance duties 

will be added to reach that level.  Salary range is from $15 to $28 per hour depending on experience.  

Proportional benefits include health, vision, dental, life insurance, holidays, vacation, and sick days. 

 

Qualifications:   

 College degree or at least two years relevant experience 

 Excellent verbal, written and computer skills (MS Office and Quickbooks a plus) 

 Good with numbers; excellent grammar and spelling 

 Problem-solving ability and confidence working in a fast-paced environment. 

 High-energy and ability to multi-task is a must. 

 

Required to Apply:  Email your cover letter, resume and salary history (combined as a single 

attachment please) to adminjob@nnedv.org and please indicate the number of hours per week and the 

schedule that you would prefer to work. 
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