Payroll Manager

Grade: 29

Reports to:




Department:
Classification:




Division:

Date:





Approved:

JOB SUMMARY:

Supervises payroll and petty cash functions to assure accuracy, timely completion, and compliance with divisional and corporate policies and procedures and state regulations.

DIMENSIONS:

· Staff—four (see organizational chart).

· Payroll—$55 million.

· Number of personnel—2,180.

· Labor—$33 million.

· Manual Vouchers—$8 million.

ESSENTIAL FUNCTIONS:

1. Ensure that payroll is processed accurately to comply with divisional, corporate, and government policies and procedures.

2. Timely accurate submission of:

· Payroll reports

· Tax reports

· Labor reports

· A/P check runs

· Journal vouchers

· Daily updating of payroll control cards on line.

3 Ensure that Travel Expense Reports, Travel Advance Requests, and Check Requests comply with policies and procedures.

4. Ensure that Employee Accounts Receivable checks are processed in a timely fashion.

This position reports to the Financial Operations Manager, as do Accounts Receivable Supervisor, General Ledger Supervisor, and Accounts Payable Supervisor.  Four employees report to this incumbent.  Two payroll clerks are responsible for processing data for weekly payroll.  The labor coordinator investigates and identifies labor variances and codes and batches salary cards for absence and OT for processing salary payroll.  He or she also maintains petty cash box and receipt book.  The petty cash clerk is responsible for processing travel expenses and advances and maintaining subsidiary general ledger for travel expenses and employee receivables. 

The incumbent's primary responsibility is to oversee and assure the timely completion of the payroll function.  The incumbent reviews and approves the weekly payroll and time cards.  He or she calculates and maintains control totals to assure correctness of weekly payrolls as well as weekly, quarterly, and annual payroll reports.  He or she supervises scheduling for payroll and labor data entry and maintains the records used to determine pay eligibility for vacation, holiday, sick, and personal time taken.  In addition, this position is responsible for issuing manual payroll checks for non-standard payments, reviewing status changes for proper classification, and investigating and identifying labor variances.  Reconciles withheld taxes and gross earnings for quarterly tax reporting and annual W-2 processing for the division.  Reconciles payroll withholdings for fringe benefit reporting to corporate.

The payroll manager is responsible for the petty cash function as well.  This includes the supervision of reimbursement of authorized travel expenses, maintenance of ledgers and records, and check preparation for authorized expenses to non-accounts payable vendors.  Reconciles employee direct and indirect moving (relocation) expenses for both W–2 and for 4782.

To cover other positions, the incumbent trains his or her staff on new procedures and cross trains staff members.  Based on corporate, divisional, state and federal rules and regulations, the incumbent resolves any problems and refers uncommon problems to the Systems Manager and/or Operations Manager.

ADDITIONAL RESPONSIBILITIES:

Aside from the specific areas identified herein, there are overriding generic challenges which characterize this position.  They include:

· Installation of computerized payroll system, petty cash, employee accounts receivable, manual checks, and direct deposits.

· Meeting weekly deadlines on time cards, which often entails tracking down time cards not yet received.

· Receipt of late authorizations, which makes labor variances off.

JOB QUALIFICATIONS:

Experience as a payroll clerk in a large organization.  High school graduation or equivalent.  Good interpersonal skills.

