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Job Description
Human Resources & Accounting Generalist
Department: Human Resources / Accounting
Employment Type: Full-Time
Location: Marceline, MO
Position Summary
Moore Fans is seeking a Human Resources & Accounting Generalist to support both our people operations and our finance function. This role splits time between human resources duties — including payroll processing and benefits management — and accounting duties — primarily accounts payable (AP) and accounts receivable (AR). The ideal candidate is detail-oriented, trustworthy with confidential information, and comfortable moving between HR and accounting priorities in the same day.
Human Resources Responsibilities
1. Process payroll accurately and on schedule, including verifying hours, deductions, and adjustments, and ensuring compliance with applicable wage and hour laws.
1. Manage the annual health insurance renewal process, including gathering plan options, comparing costs and coverage, coordinating open enrollment, and communicating changes to employees.
1. Maintain accurate employee records and ensure HR files comply with federal, state, and local requirements.
1. Support onboarding and offboarding, including new-hire paperwork, benefits enrollment, and related administrative steps.
1. Serve as a point of contact for employee questions related to payroll, benefits, and HR policies.
1. Assist with other HR duties as assigned, including compliance reporting, policy updates, and special projects.
Accounting Responsibilities
1. Manage accounts payable (AP), including reviewing vendor invoices, obtaining approvals, and processing timely payments.
1. Manage accounts receivable (AR), including applying payments accurately. 
1. Reconcile vendor statements and customer accounts, researching and resolving discrepancies.
1. Maintain organized, accurate financial records to support month-end close and audits.
1. Assist with other accounting duties as assigned, including reporting, reconciliations, and special projects.
Qualifications
1. Associate's or Bachelor's degree in Human Resources, Accounting, Business Administration, or a related field, or equivalent combination of education and experience.
1. 2+ years of experience in HR, payroll, accounting, or bookkeeping; experience in both HR and accounting is preferred.
1. Proficiency with Microsoft Office, particularly Excel.
1. Strong attention to detail, organizational skills, and ability to manage competing priorities.
1. Ability to handle confidential employee and financial information with discretion.
1. Clear written and verbal communication skills, with the ability to work well with employees, vendors, and customers.
Other Duties
This job description reflects the general nature and level of work performed and is not intended to be a comprehensive list of all duties, responsibilities, and qualifications. Duties, responsibilities, and activities may change, or new ones may be assigned, at any time.
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