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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Payroll Manager
	Job Title:
	Payroll Manager
	FLSA Status: 
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Administrative work that involves the management, administration and supervision of the organization's payroll. Administers all facets of payroll management, including the development and implementation of overall systems and programs and the coordination of all staff involved in related activities. Personal contacts are primarily with department heads and managers, but also with employees, to communicate program information and offer technical assistance in answering questions and explaining procedures. The work may include the use of manuals, guidelines or other established procedures containing or relating to legal, financial or other similarly complex matters that can be understood or interpreted only by those with advanced or specialized knowledge or skills. May also refer to and apply applicable federal, state and local codes and regulations. Must perform the general daily supervision of directly reporting staff. Work is performed under the general supervision of the controller.

Essential Duties and Responsibilities

· Plans, organizes and assigns work. Supervises and participates in the activities of the payroll unit. 
· Administers all components of the payroll system. 
· Independently develops work plans and generally reviews the work progress of payroll employees. 
· Oversees the complete and accurate recording of all employee time records by conducting spot-checks, appropriate training and an ongoing review of subordinates’ work. 
· Uses guidelines including federal, state and local applicable laws. 
· Must also use corporate policies and procedures in establishing and monitoring payroll policies. Interprets and applies guidelines to ensure compliance and equitable application. 
· Refers any questions regarding legal compliance to supervisors. 
· Prepares the payroll budget and monitors expenditures. 
· Develops, recommends and implements (after approval) survey and system review programs. 
· Monitors progress in achieving stated goals through data collection and analysis. 
· Updates plans and refines goals as necessary. 
· Supervises the administration of tax liability and requirements. 
· Acts as the contact person for any internal or external audit of payroll records, systems and procedures.
· Provides advice and guidance to managers concerning payroll deductions on benefits programs and may issue new statements regarding changes in plans. 
· Prepares reports, as required, concerning the current status of plans and of compensation or payroll systems and issues. 
· Makes recommendations, as necessary, for changes in policies and procedures. 
· Oversees the confidential management and maintenance of employee payroll records. 
· Directs and participates in payroll preparation, including supervising the coordination of activities with the information systems department. 
· Attends meetings and participates in special projects, on special committees and on teams related to payroll issues as assigned.

Education and/or Experience

Bachelor's degree in business administration or accounting from an accredited college or university. An equivalent amount of education and experience may be substituted.

Extensive experience (five or more years) in maintaining compensation records and implementing benefit programs; considerable administrative and supervisory experience and some automated database management.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Thorough knowledge of federal, state and local legislation concerning payroll systems and issues. 
· Working knowledge of relevant generally accepted accounting principles and practices.

Physical Demands

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.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

Work Environment

Work is mainly performed in a normal office environment. Noise levels are usually moderate.

The above statement reflect the general details necessary to describe the principle functions of the occupation describes and shall not be construed as a detailed description of all the work that may be inherent in the occupation.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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