
 

Job Title: Payroll Administrator             Reports To:  Human Resources Manager 

                                        

FLSA Status: Non-Exempt                Job Code:  O1 

 

Division/Dept.:  Payroll/Accounting              Approved By/Date: HR 08/07/19  

 

 

 

SUMMARY: 

Accountable and responsible for all areas of payroll administration. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

 Processes weekly in-house payroll in a timely manner. 

 Ensures that computing, withholding, and deductions associated with net pay are 

done properly.  

 Completes forms associated with Federal, State, and Local authorities regarding 

levies, garnishments and unemployment.  

 Completes various reports in a timely and accurate manner. 

 Codes and reviews daily time cards.  Communicates with supervisors if there are 

any coding issues.  

 Inputs and processes data from time sheets, production records, and/or individual 

time cards to computerized payroll system on a daily basis.  

 Responsible for balancing payroll runs.  

 Responsible for making weekly Federal and State tax deposits via internet. 

 Keeps abreast of the payroll processing system, changes in wage and tax laws and 

prevailing wage determination and any updates.  

 Prepares via online programs, i.e. LCP tracker, LCP Certified, EMARS and 

submits weekly certified payroll reports to each reporting authority.  

 Assists employees by answering questions and troubleshooting issues. 

 Corresponds with Federal, State and Local tax agencies on behalf of our 

employees in problem situations.  

 Tracks delinquent benefit deductions and adjusts paychecks to make-up balance.  

 Maintains calendar indicating scheduled pay increases and dates when employees 

are to be added to benefit programs that require payroll deductions. 

 Produce annual W-2’s and management reports. 

 File quarterly, and year-end payroll tax reports.   

 Works with Human Resources to make any required changes to employee 

information and/or payroll deductions. Reconciles HRMS to Sage100 transfer. 

 Processes direct deposit applications and follows through. 

 Maintains a high level of discretion with confidential employee information. 



 Files and archives all Payroll time cards and registers in an organized manner. 

 Develops/Maintains an updated procedures manual for position. 

 Prepares and processes special manual payroll checks as required. Calculating 

appropriate taxes. (Terminations, vacations, vacation payout, bonuses or 

corrections). 

 Responsible for distributing payroll checks and direct deposit stubs to employees. 

 Must follow company policies, procedures and supervisors instructions. 

 Perform all duties in conformance to appropriate safety and security standards. 

 The employee can be depended upon to report to work at the scheduled time and 

is seldom absent from work. Employee can be depended upon to complete work 

in a timely, accurate, and thorough manner and is conscientious about 

assignments.  

 The essential duties and responsibilities contained herein describe the scope of 

this position, but should not be considered to be an all-inclusive listing of work 

requirements. Individuals may perform other duties as assigned including work in 

other areas to cover absences or relief to equalize peak work periods or otherwise 

balance the workload. 

 

SUPERVISORY RESPONSIBILITIES: 

 

None 

 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

 

 Knowledgeable in standard concepts, practices and procedures of position. 

 Relies on experience and good judgment to plan and accomplish goals. 

 Possesses excellent organizational skills, is detail oriented, independently 

manages time and prioritizes. 

 Ability and willingness to go the extra mile to complete tasks ahead of schedule in 

an accurate, thorough, and quality manner.  

 Ability to communicate with co-workers, management, outside “customers”, and 

others in a courteous and professional manner.  

 Ability to identify and resolve problems in a timely manner. 

 Gathers and analyzes information skillfully. 

 Ability to adapt to changes in the work environment, delays or unexpected events. 

 Ability to prioritize competing demands to meet required deadlines. 

 Ability to follow instructions, respond to management direction, and solicit 

feedback to improve performance. 

 Takes the initiative to improve knowledge and skills to be the best in the 

profession, and adhere to the highest level of professionalism by demonstrating 

honesty, integrity and maturity.  

 



QUALIFICATIONS, EDUCATION & EXPERIENCE REQUIRED: 

 

 Associates Degree and/or a minimum of two years experience in related field 

required. 

 Certified payroll professional certificate (CPP) preferred. 

 Experience with California prevailing wage and certified payroll reporting 

preferred. 

 High School Diploma or GED required. 

 MS Word and MS Excel experience required. 

 Mas90/Sage payroll and Crystal Reports experience preferred. 

 

 

 

ORGANIZATIONAL (AND OUTSIDE) RELATIONSHIPS: 

 

Coworkers, Management, and others as required. 

 

 

WORK ENVIRONMENT: 

 

 Open staff room with constant activity and interaction with cross-functional 

divisions, departments, and sections.  Must be able to effectively change tasks at a 

moment's notice when the situation requires. 

 Protection from weather conditions but not necessarily from temperature changes. 

Work is performed indoors with some potential for exposure to safety and health 

hazards.  

 

PHYSICAL DEMANDS / REQUIREMENTS:  

 

The physical demands described here are representative of those that must be met 

by an employee to successfully perform the essential functions of this job.   

Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 

 

 

 (0-33%)     (34-66%)    (67-100%) 

1.  Standing X   

2.  Walking X   

3.  Sitting   X 

4.  Lifting (weight 10 lb) X   



5.  Heaviest Weight Lifted 

(20 lb) 

X   

6.  Carrying (weight 10 lb) X   

7.  Heavy Weight Carried   

(20  lb) 

X   

8.  Pushing/Pulling X   

9.  Weight Pushed/Pulled   

(20 lb) 

X   

10. Climbing X   

11. Balancing X   

12. Bending/Stoop X   

13. Crawling X   

14. Reaching X   

15. Reach Above Shoulder X   

16. Work Above Shoulder X   

17. Walk on Uneven Ground X   

18. Fine Manipulation X   

19. Gross Manipulation X   

20. Simple Grasping X   

21. Power Grip X   

22. Hand Twisting X   

23. Twisting of body X   

24. Kneeling X   

25. Crouching X   
 

 

The duties listed above are intended only as illustrations of the various types of 

work that may be performed.  The omission of specific statements of duties does not 

exclude them from the position if the work is similar, related or a logical assignment 

to the position. 

 

The job description does not constitute an employment agreement between the 

employer and employee and is subject to change by the employer as the needs of the 

employer and requirements of the job change. 
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