
 
 

 
 

JOB ANNOUNCEMENT 
 

1910 HOLIDAY LANE• WEST PLAINS• MISSOURI •417-256-7176• WWW.WESTPLAINS.GOV 

The City of West Plains, an Equal Opportunity Employer, is seeking a qualified and detail-oriented 

individual to join our team as an HR Specialist. This position plays a pivotal role in ensuring the timely 

and accurate processing of the city’s bi-weekly payroll and assisting with the administration of 

employee benefit programs. The ideal candidate regularly demonstrates our values of teamwork, 

commitment, learning, integrity, customer service and initiative while serving a variety of roles for the 

city. 

 

The candidate must be able to perform intricate tasks with a high level of accuracy, with excellent 

organizational and multitasking skills. This position demands a keen eye for detail and a commitment 

to compliance with government regulatory controls and practices. Prepares quarterly, end of 

calendar year, end of fiscal year payroll and auditor reports. Reconciles, completes, and submits all 

federal and state reporting in a timely manner, to include tax returns, tax deposits, W-2’s, 941’s, 

1094/1095 Affordable Care Act forms, workers compensation and unemployment claims and 

reports. Assist with yearly insurance audits and required scheduled reporting. You will also serve as 

benefit coordinator by administering employee benefit programs including group health, flexible 

spending accounts, dental and vision, accident and disability, life insurance, 401(k), and wellness 

benefits, facilitating enrollments and terminations accordingly.  
 

In addition to payroll and benefit responsibilities, you will be involved in hiring, onboarding, and 

offboarding processes, and educate current and newly-hired employees on company policies and 

procedures. Your attention to detail, organizational skills, and commitment to compliance will 

contribute to the smooth functioning of the Human Resources Department.  

 

MINIMUM QUALIFICATIONS 

• Associate degree or equivalent. 

• Four (4) years full-time work experience in accounting, payroll, finance, or a closely related 

field; OR an equivalent combination of education and experience that qualifies the 

individual to have the skills to complete the required job duties.  

• Certified Payroll Professional (CPP) and Certified Employee Benefits Specialist (CEBS) 

designations are highly desired. 

• Possess or the ability to obtain a valid Missouri Driver’s License and meet the requirements 

of the City of West Plains Operation of Vehicle Policy. 

 

SALARY AND BENEFITS  

• The HR Specialist has a salary range of $17.93 to $25.00 per hour, depending on experience 

and qualifications.   

• A comprehensive benefit package is also offered, which includes:  

▪ Medical, Dental, Basic Life/AD&D and Long-Term Disability coverages 

offered at zero cost to the employee, with dependent coverage 

offered at the employee’s cost. 

▪ Missouri Local Government Employee Retirement System (LAGERS) 

which is fully funded by the City (no cost to employee) with vesting 

after 5 years. 

▪ Voluntary participation in Vision, Cafeteria Plan IRS Section 125, 

Deferred Compensation 457(b) Plans, Flexible Spending Account 

(FSA) and Supplemental Life, Accident, Cancer coverage, and an 

Employee Assistance Program (EAP). 

▪ Generous paid time off (PTO) program in which new employees 

receive eight hours of PTO per pay period.   
TO APPLY 

To be considered for employment, you must submit a completed City of West Plains application. Applications 

are available online at www.westplains.gov. Completed applications and resumes may be emailed to 

hr@westplains.gov or delivered in-person to City Hall. All offers of employment are contingent upon successful 

completion of all pre-employment or post-offer testing, including but not limited to, drug and alcohol screening, 

thorough background investigation, credit check and medical examination. 
 


