Job Title:  Payroll Clerk
Job Summary:  Prepares and transmits a completed payroll by calculating pay and deductions.  Checks payroll for accuracy and issues checks.
Job Duties:
· Verifies employment eligibility documentation.

· Maintains payroll information by collecting, calculating, and entering data.

· Maintains time clock, ensuring the time is correct and the clock is working properly.  Gets clock serviced, when necessary.
· Ensures employees are paid accurately by reviewing time sheets with managers and making corrections when required.

· Transmits accurate payroll to the central payroll office, according to an established schedule.

· Verifies that final checks are accurate and complete before distributing checks to employees.

· Verifies accuracy of W-2 forms on an annual basis.

· Keeps managers abreast of relevant changes in the payroll system and time sheets, and provides ongoing training on analyzing payroll reports.

· Assists employees with payroll questions, address changes, deduction changes, etc.

· Maintains employee confidence and protects payroll operations by keeping information confidential.

· Performs other duties as assigned.

Qualifications:

· Two-year college degree in accounting or related field preferred or equivalent combination of education and experience.
· Minimum of one year experience in payroll processing desired.

· Advanced Microsoft Office experience, particularly Excel.

· Working knowledge of payroll software.

· Skilled in data entry and analyzing information.

· Must have general math skills and attention to detail.
· Ability to communicate effectively and maintain confidentiality.

· Ability to work a flexible schedule, including weekends and holidays.

