PAYROLL MANAGER

Grade Level: 8
Benefit Tier:  II

FLSA:  Exempt

MINIMUM QUALIFICATIONS

1. Bachelor’s degree in related field or equivalent; CPP is required.
2. Seven (7) years related work experience with a minimum five (5) years experience working in an automated multi-state environment with supervisory experience.

3. Must be able to interpret wage and hour, tax, and garnishment laws. Continuous participation in American Payroll Association (APA) and other vendor conferences to keep abreast of changing wage and hour and tax laws.

4. Ability to supervise work outcomes within strict deadlines. Ability to multi-task is essential.

5. Must have the knowledge of an automated HR/Payroll system in a multi-state environment. Must have the ability to utilize various computer applications and extract data from the HR/Payroll system. Experience with UKG (Ultimate Kronos Group) Payroll Module, Time Management Module, and payroll tax processing.
6. Ability to maintain confidentiality.
7. Ability to communicate professionally with internal and external stakeholders.

8. Proficiency in Microsoft applications (Word, Excel, Outlook, and Teams).
PRIMARY RESPONSIBILITIES

The Payroll Manager is responsible for managing the Payroll Department operations in accordance with federal, state, and local laws/regulations; ensure compliance with company policies and procedures. Oversees administrative and field payroll processing. Ensures accurate reporting and payment of employment taxes and garnishments, and the accurate and timely posting of payroll data to general ledger and resolve any discrepancies. Works with IT to maintain/enhance HR/Payroll system and extract requested data for various areas within the company. 
Must communicate effectively both verbally and in writing; work outcomes must meet and / or exceed productivity and quality standards. Must be able to work as part of a cooperative team environment and independent of direct supervision; adhere to Company and Department policies and procedures, including regular and predictable attendance. Manages and directs staff including recruitment, selection and development in support of organization goals and objectives. Leadership responsibilities include reinforcing key organizational messages to foster employee understanding of NFIB mission and vision; exemplifies core values. Performs other projects as needed.
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