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JOB DESCRIPTION
	For HR Use Only

JOB CODE: 5406
Grade: E58

Exempt



TITLE: 

Payroll Administrator 
DEPARTMENT:
Human Resources
REPORTS TO:
Manager, Payroll
NUMBER OF DIRECT REPORTS: 

Job Summary:

Vital position in the payroll department at a large, multinational retail organization.   Responsible for quality assurance and process improvement, as well as overseeing the payroll processing for Genesco Corporate, Distribution Centers and Retirement.  Also responsible for reporting and reconciling month-end and year-end general ledger postings and maintenance at related banking institutes.  Works closely with the payroll manager on projects, and learns the roles and responsibilities of the manager and payroll team to serve cross-functionally as needed.   
Job Responsibilities:  
· Responsible for process documenting and improvement, continually looking for improvements in operational processes, designing and implementing those initiatives

· Implements and monitors payroll audits to ensure quality in payroll processes.   

· Works with the entire payroll team to ensure all payroll processes are executed appropriately and in a timely manner

· Develop training materials for payroll team 
· Understands all aspects of payroll including knowledge of applicable local, state,  and federal laws ensuring the company is in compliance at all times

· Processes assigned payrolls to meet deadlines.  This includes collecting time-data, entering exceptions, calculating adjustments for import, and balancing. 

· Monitors terminations by state and process last payments 

· Provide reports as needed for reconciliations and audits 

· Works with the payroll team to respond to employee pay inquires, assists with issues 
· Assists with preparing and distributing W2’s, T4’s, 1099R’s & RL1 slips
· Maintains accurate records within our banking institutes which may include updating outstanding checks, documenting voids, issuing stop payment orders, and tracing ACH transactions 
· Performs month-end and year-end general ledger functions, including interfacing with accounting and finance to accurately record and report payroll transactions 
· Confirm and audit bank files,  paycard funding, prepare cash transfers, submit and verify wage files and bank files for all payrolls 
· Work with Benefits, Tax, Accounting and Finance, Audit and other internal customers to ensure accuracy in payroll transaction  to ensure accurate benefit deductions 
· Manages external vendors to ensure exceptional performance 
· Maintains payroll operations by following policies and procedure,  reporting, and working closely with the Payroll Manager to review updates 

Job Requirements:
· Bachelor’s Degree in Human Resources or a related field preferred
· 3 to 5 years of experience in payroll processing in a multistate environment, multinational experience preferred
· Knowledge of database software, payroll systems, Human Resource systems, Microsoft Excel, Microsoft Word
· Excellent customer service

· CPP certification a plus
· Ultipro software experience preferred

· Strong analytical skills, process improvement orientation and team focused 

Please forward resume to pwarner@genesco.com
This job description represents an overview of the responsibilities for the above referenced position and is not intended to represent a comprehensive list of responsibilities. 8/1/2018

