Immediate Need:
 
Payroll Specialist:
 
POSITION SUMMARY:
Facilitate the company’s payroll requirements and related activities to ensure accurate bi-weekly payment to employees, government agencies and benefit plan administrators in accordance with company guidelines and legal requirements.
 
KEY RESPONSIBILITIES: 
 
Payroll
         Process bi-weekly payroll for 200 plus employees. 
         Facilitate and maintain payroll function and related activities by designing systems; directing the collection, calculation, entering and input of data. 
         Ensure all information obtained from paperwork and attendance system/mileage reports are accurate, properly coded and correctly entered into payroll. 
         Assist and update in the maintenance and implementation of the electronic data processing systems. 
         Distribute paychecks/earnings statements in accordance with company policy. 
         Assist in the evaluation of service providers and manage contracts, licenses and service agreements. 
         Correspond with employees, managers, vendors and government agencies regarding payroll and benefit issues. 
         Facilitate administration of government reports, payroll taxes and W-2’s. 
         Maintain employee files and all tax information. 
         Assist in the creation and maintenance of policies, practices and procedures. 
         Ensure all related expenses and cash transactions are in accordance with budget and properly accounted. 
         Maintain employee confidence and protect human resources operations by keeping information confidential. 
         Maintain technical knowledge by attending education, workshops and conventions, benchmarking current practices and reviewing publications. 
         Contribute to team effort by accomplishing related results as need. 
 
The above duties are meant to be representative of the position and not all inclusive.
 
Business Experience: Five (5) to seven (7) years of management experience in automated payroll and time & attendance. Candidate should have a Bachelor’s degree in business administration, accounting or a related field.  Payroll professional certification (CCP) from American Payroll Association preferred.  
 
KNOWLEDGE, SKILLS & ABILITIES:
         Strong aptitude in math. 
         Excellent analytical skill. 
         Good written and oral communication skills. 
         Proficient in multi-state payroll rules. 
         Knowledgeable of garnishments. 
         Proficient in Microsoft Office suite (Word, Excel, Outlook, Powerpoint) 
         Experience in Ceridian Source 500 and Infotronics Attendance Enterprise preferred. 
 
 
CONTACT ASAP:
Austin Rodriguez
Human Resources Generalist
Budd Van Lines
Office: 732-271-2245
Fax: 732-627-0018

arodriguez@buddvanlines.com
