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Payroll/HR Specialist
Full Time | On Site
Historic Deerfield, Deerfield MA
Position Overview
Historic Deerfield seeks a detail oriented and reliable Payroll/HR Specialist to support the museum’s financial and human resources operations. Reporting to the Vice President for Finance and Administration, this position manages biweekly payroll, maintains HR records, prepares journal entries, oversees capital asset reporting, reconciles key accounts, and assists with annual audits and filings. The role is ideal for an experienced accounting professional who values accuracy, collaboration, and mission driven work. The hiring range is $25-30/hour.

Core Responsibilities
Payroll and Human Resources
• Coordinate the full new hire onboarding process
• Maintain accurate HR records including insurance, workers compensation, and retirement plans
• Process biweekly payroll through the museum’s outsourced provider
• Submit withholding, insurance, pension, and tax payments
• Ensure accuracy of vacation, sick leave, and pension accruals
• Reconcile quarterly and annual payroll tax reporting and W 2s
• Serve as an HR resource for employees
Financial Reporting and Accounting
• Prepare weekly, monthly, and annual journal entries
• Calculate and record accruals and inter company charges
• Maintain capital asset records and prepare monthly depreciation entries
• Reconcile gifts and pledges receivable
• Complete bank and other account reconciliations
• Prepare schedules and support the CFO with the annual audit, financial statements, Form 990, Form 990T, and Massachusetts Form PC
Additional Duties
• Assist with other projects as assigned
• Serve as an active member of the Business Office team and provide backup support to other staff

Qualifications
• Bachelor’s degree in accounting and at least five years of accounting experience; nonprofit experience preferred
• Strong understanding of federal and state payroll regulations
• Exceptional attention to detail and accuracy
• Strong interpersonal skills and commitment to customer service
• High level of integrity, ethics, and respect for confidentiality
• Proficiency with databases, electronic systems, and Microsoft Office
• Ability to work independently and as part of a collaborative team
• Strong multitasking, analytical, and problem solving abilities

Physical Requirements
• Frequent sitting, standing, walking, computer work, phone use, and light grasping
• Occasional bending, reaching, squatting, writing, and filing
• Reasonable accommodations available in accordance with applicable law

Working Conditions
• Work primarily performed in an office setting
• Occasional travel across campus and to nearby locations
• May be eligible for limited telework in alignment with organizational policy

About Historic Deerfield
Historic Deerfield is a nationally renowned cultural history museum located in an authentic eighteenth century New England village in the Connecticut River Valley of Massachusetts. Its historic houses and world class collection of early American decorative arts provide rich opportunities for learning and inspire deeper understanding of community, history, and culture.

How to apply:  Submit a resume and cover letter to jobs@historic-deerfield.org
P.O. Box 321, Deerfield, MA 01342 | T 413.774.5581 | F 413.775.7220 | www.historic-deerfield.org
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