LEGAL SERVICES

JOB ANNOUNCEMENT
(Please Post)

Human Resources & Payroll Manager
Finance Unit

Sacramento, California
Full-Time

Permanent

POSITION: Human Resources & Payroll Manager

TO APPLY: Send cover letter describing interest in the position, résumé, and three professional
references (including name, title, telephone number and email) to:

Erika Trujillo, Director of Finance
1755 Creekside Oaks Dr. Suite #200
Sacramento, CA 95833
etrujillo@lsnc.net

If sending application via email, please attach materials as a single PDF.
APPLICATION DEADLINE: September 14, 2026

START DATE: October 1, 2026

ORGANIZATION DESCRIPTION:

Founded in 1956, Legal Services of Northern California (LSNC) provides high quality civil legal
assistance to people with low income, older adults and persons with disabilities in more than 23 northern
California counties. LSNC receives support from federal and state government grants and contracts
(including from the Legal Services Corporation and the State Bar of California), through agreements
with private organizations, and from private donations. LSNC operates eight field offices and several
special projects.

RESPONSIBILITIES:

Under the direction of the Director of Finance, and working closely with the Controller, the Human
Resources (HR) & Payroll Manager is responsible for overseeing all aspects of payroll and human
resources for approximately 130 employees. This role manages payroll processing, benefits
administration, employee relations, onboarding, policy compliance, HR operations, time and attendance

processing, compliance reporting, and supervision. The HR & Payroll Manager also implements and
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trains staff regarding any new HR and payroll processes and benefit enrollment. Duties may include:

1. Oversee and process accurate, timely payroll for approximately 130 employees.

2. Ensure compliance with federal, state, California and Minnesota wage and hour laws.

3. Manage employee onboarding and offboarding.

4. Oversee the internal payroll processing, reconciling and filing of all quarterly and annual payroll
tax reports, processing of time and attendance records and leave balances, semi-monthly payroll ACH
transactions and processing of all retirement account transactions.

5. Administer employee benefits, open enrollment, and qualifying life events.

6. Responsible for maintaining bank signatory listing and ensuring all bank transactions are
completed by board approved bank signatories.

7. Approve monthly bank reconciliations, monthly payable, receivable and liability sub-ledger

accounts, review and approve journal entries (as needed).
8. Manage employee leave programs, including Family and Medical Leave Act (FMLA), California

Family Rights Act (CFRA), Pregnancy Disability Leave (PDL).

9. Oversee workers’ compensation claims, unemployment claims, and employment verifications.
10.  Advise managers on employee relations, performance management, corrective action, and policy
interpretation.

11.  Develop, implement, and maintain HR policies and procedures.

12. Draft written communication to current and former employees, office and project managers and
external partners.

13. Coordinate annual payroll reporting and support internal and external audits.

14. Supervise one or more HR/Payroll Specialists.

15. Maintain the highest level of confidentiality and professionalism.

16. Other duties as assigned.

QUALIFICATIONSKNOWLEDGE:

Knowledge of internal and external payroll systems.

Knowledge of office management and supervisory styles, practices and techniques.
Knowledge of working in HRIS and Payroll management systems

Strong knowledge of California employment laws, payroll regulations, and payroll
administration.

SKILLS:

Ability to work under pressure and successfully meet deadlines. Ability to handle and shift priorities in a
fast-paced environment. Detailed-oriented with excellent mathematical and organizational skills.
Effective time management skills. Proficient user of spreadsheets, accounting, internal HR/payroll
software. An experienced user of MIP fund accounting software is preferred. Provide leadership in
strengthening internal communications with staff at all levels throughout the organization; create and
promote a positive and supportive work atmosphere and the desire and ability to thrive in a diverse and
inclusive environment.



EDUCATION/EXPERIENCE:

Minimum six (6) years of progressive HR and payroll experience, multi-office, multi-funded program
and a four (4) year college with a degree in Human Resources, Payroll, Accounting, management or
related field, is preferred. Two (2) years supervisory experience is preferred. Experience working with a
complex nonprofit organization that has many funding sources and has worked directly with auditors.
Experience working with diverse groups. SHRM Certification, highly preferred.

SALARY:  $7,015 (Step 1) to $9,206 (Step 15) per month, DOE
See LSNC's Policy on Salary Scales and Scale Placement at [snc.net/jobs

BENEFITS: Legal Services of Northern California offers an excellent fringe benefit plan.

LSNC IS AN EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION
EMPLOYER THAT VALUES THE DIVERSITY OF ITS STAFF AND SEEKS TO FOSTER A
CULTURE OF INCLUSIVITY AND BELONGING. LSNC ENCOURAGES WOMEN,
NON-BINARY AND TRANSGENDER PEOPLE, PEOPLE OF COLOR, PEOPLE WITH
DISABILITIES, OLDER PEOPLE, AND LESBIAN, GAY, BISEXUAL, PANSEXUAL AND
QUEER PEOPLE TO APPLY.
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