
Payroll Accountant

Reports to: Controller Department: Accounting Dept
10/7/09

Job Function: Under indirect supervision, is responsible for all aspects of field payroll
and various tax reporting.

Duties and Responsibilities:

1. Responsible for all aspects of field payroll including tracking of PTO, holiday pay,
ABC remittances, certified payrolls, and responding to payroll related inquiries
from government agencies and employees.

2. Manages all office payroll cash management entries and related Accounts
Payable payments.

3. Responsible for payroll tax remittance and reporting that includes both quarterly
and annual reporting.

4. Analyzes general ledger account balances and prepares monthly account
reconciliations.

5. Responsible for tracking employee benefits insurance invoices including;
checking to ensure the correct employees are enrolled, ensure correct deduction
amounts, add, change, or delete persons as appropriate, invoice coding and
making the prepaid journal entry.

6. Responsible for managing enrollment process with employee benefit carriers.

7. Primary employee contact for 401(k) and responsible for day to day processing
and annual compliance testing. Assists in preparation of annual audit and form
5500 submission.

8. Completes monthly equipment charge to projects.

9. Assists quarterly in the review of workers compensation accrual used as part of
the annual workers compensation audit.

10. Assists in researching requirements for registering to do business in a multistate
environment.

11. Performs various backup duties including cost study preparation, accounts
payable invoice entry, uploading of checks, semimonthly office payroll, and
reception.

12. Other duties as assigned.



Education: Associates degree.

Preferred
Education: Bachelors degree.

Minimum 3 years Payroll experience. Efficient with Microsoft Office. Willing
Experience: to learn Timberline and Access.

Preferred 5 years Payroll experience. Efficient with Microsoft Office,
Experience: Timberline and Access. Proficient with advanced Microsoft Excel

Features. Experience with preparing general ledger entries and
reconciling account balance.

Attributes: Organizational Skills Attention to Detail
Communication Skills Thorough
Dependable Time Management
Flexibility Attentive listener
Consistent Adaptability

Administrative Strong organizational skills.
Skills: Ability to communicate effectively with all levels.

Ability to follow policy and procedures.
Excellent verbal/written skills.
Ability to function in a high paced environment.

Machine Skills: Computer, calculator, telephone, copier, fax.

Working
Conditions: Physical effort (up to 40 pounds), typing 50 words per minute.

Physical Demands: Sitting, standing, walking, lifting, carrying, reaching, fingering,
handling, hand/eye/foot coordination, repetitive motions, talking,
hearing.

Physical Strength: Sedentary work. Occasional lifting/carrying up to 40 pounds.

Vision
Requirement: Ability to adjust vision to bring objects into focus.

Math: Ability to perform mathematical equations including simple
addition, subtraction, division, multiplication and simple
percentages.

Communicate: Ability to represent the organization in a professional and positive
manner.

Contacts: Exchange information with employees, co-worker, subcontractors
and vendors.


