
ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Review and Update payroll records by approving changes in exemptions, 
insurance coverage, savings and deductions, job titles and department transfers 

 Maintain payroll records for all entities including Quarterly earnings, W-2, 1099’s 

 Review journal allocations 

 Review and Post liabilities and taxes 

 Keep abreast of Federal, State and City wage and hour laws 

 Preparation and Review  management reports including weekly, monthly and 
quarterly 

 Review Flexible Spending Accounts and Commuter plan deductions 

 Create Payroll reports as required  

 Review billing allocations for health insurance, Workman Comp and Disability 

 Review and Maintain Payroll Certifications 

 Review Accruals 

 Employee Supervision, training and development 

 Interpret Union Contracts as related to pay and benefits 

 Liaison with Payroll Services 

 System Administrator for Payroll Software 

 Maintain Payroll guidelines and Best Practices by writing and updating 
procedures 

 Year-end analysis of deductions made for Health Insurance and VALIC Pension 

 Prepare and compile all documents and reports required for audits 

 Year-end reports for 941 and ACA reconciliations for audits  
.  

COMPETENCIES 

 Ability to analyze high volume of data 

 Ability to communicate effectively, both verbal and written 

 Ability to organize work independently and consistently achieve reporting 
deadlines 

 Proficient in MS Office, Excel, Word  

 Entrepreneurial spirit and willingness to assist others 

 Detail oriented, well organized, self-motivated, with ability to multi-task 

 Ability to work in a fast-paced environment 

 Positive attitude and ability to foster strong inter-departmental working 
relationships 

 Versatility, flexibility and a willingness to work within constantly changing 
priorities 

 
EDUCATION EXPERIENCE 

 Bachelor’s Degree in Accounting, Finance, or related field of ten years or more 

 5-7 years of professional experience managing a payroll department and staff 

 Ability to analyze and interpret data and take appropriate action 



 Working knowledge of Paycom and Paypro (Homecare) payroll  processing and 
attendance systems 

 Experience with payroll system conversions 
 
 
 
Thank You, 

Jeffrey Kamberg | Executive Recruiter  

 
Direct: 212.292.7248 
521 5th Ave, 4th Floor 
New York, NY 10175 
Jeffrey.Kamberg@ParkerLynch.com 
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