
 
 

JOB TITLE:  Payroll Associate 

 

DEPARTMENT:  Finance Department 
 

LOCATION: 2160 Old Selma Road 
 

NORMAL WORKING HOURS:  7:00 AM to 3:30 PM 
 

REPORTS TO:  CFO 
 

POSITIONS SUPERVISED:  Possibly disabled individuals in training 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES:  
1. Prepares weekly payroll which includes but is not limited to: preparation of preliminary payroll edit reports for distribution to 

floor supervisors for time entry review; entry of edit report corrections to payroll system and audit of subsequent data for 
anomalies; build and transfer of payroll data to taxation module, verifying for proper inclusion of all pertinent deductions; 
printing and sorting of payroll checks; performing bank account transfers and federal tax electronic deposits. 

2. Prepares and distributes weekly, monthly, quarterly and annual payroll reports including W2 preparation and verification and 
monthly Social Security Administration payroll data. 

3. Verifies accuracy of vacation, sick leave and personal leave status. 
4. Reconciles monthly payroll bank account. 
5. Prepares monthly state, local, and school district tax reports and quarterly federal form 941. 
6. Responds to wage and/or employment verifications as necessary. 
7. Respond to all audit inquiries as appropriate. 
8. Provide direction / oversight / feedback for disabled individuals engaged in clerical vocational habilitation. 
9. Other duties as related. 

 

QUALIFICATIONS / REQUIREMENTS: 
1. Negative Results of a Two-Step Mantoux TB Test and Drug Screening. 
2. Satisfactory Results of Local and State Records Background Check. 
3. Valid State Driver’s License. 

 

EDUCATION/TRAINING/EXPERIENCE: 
1. Associate degree in accounting or related field required, with a minimum of three to five years payroll work experience, 

preferably with exposure to piece rate pay systems. 
2. Strong spreadsheet skills (Excel) and the ability to use other accounting software. 
3. Experience in a manufacturing environment with expense and cost center distribution. 

 

POST HIRE REQUIRED TRAINING, CERTIFICATIONS, REGISTRATION, LICENSURE: 
May be required to acquire and maintain applicable license/certification/registration in good standing; Orientation; Related position 
required training.     
 

RELATED FUNCTIONS, DUTIES & RESPONSIBILITIES:  
1. Maintains confidentiality. 
2. Maintains the chain of command. 
3. Demonstrates and maintains regular attendance per work schedule. 
4. Is aware of and adheres to personnel manual and department rules and regulations. 
5. Provides accurate and timely records as required by the position. 

          


