
QUALIFICATIONS 
* Education:  BA/BS in Finance/Accounting or a related field 
*5-7 years of payroll related experience, International payroll related experience 
*Successful track record of leading organizations through implementations and 
upgrades of payroll solutions 
* Experience with pay practices for multiple states 
* Knowledge and proficiency with Workday, Microsoft Excel, Word and PowerPoint 
* Previous experience with OneSource Virtual payroll processing a plus 
*Strong execution skills, advanced analytical skills, and accounting skills 
*Strong time management skills with ability to handle multiple tasks and awareness of 
deadlines 
*Strong working knowledge of international, federal, state, FICA and local tax 
withholdings 
laws and regulations. 
* Experience with Policy and Procedure development and documentation 
*Must possess strong interpersonal skills 
* Must be a team player, and be able to prioritize and multi-task in high sense of urgency 
environment 
*Must maintain the highest of ethics and maintain confidential information at all time 
· Experience : 
o Demonstrated critical thinking, analytical, and problem solving skills 
o Ability to maintain confidentiality and exercise discretion in business relationships 
o Must be able to work independently, be detail oriented and have the ability to prioritize 
work to meet timelines 
o Demonstrated communication skills and presentation skills 
 
DESCRIPTION 
: 
· Primarily responsible for managing the processing of semi-monthly regular salary, and 
bi-annual bonus payrolls 
· Ensure proper controls are in place for the timely and accurate processing of payrolls 
and payroll operations 
· Oversee multi-state, semi-monthly payroll processing 
· Manage time and attendance management system and ensure the completeness and 
accuracy of timesheet information flows into payroll 
· Streamline and revise payroll procedures; recommend and implement changes leading 
to best practices and provide solutions to Director of Tax and Global Head of Human 
Resources 
· Coordinate tax set up and filing of remote office locations in various states and 
localities, and new locations as they are established 
· Manage year-end tax reporting, including W2s and W2-Cs; work with vendor to ensure 
all imputed income is captured and appropriately reported 
· Resolve payroll issues working through escalation processes when necessary 
· Provide expert payroll knowledge in complex environment with issues such as 
special/unique payrolls, 401K administration, deferred compensation etc. 
· Work with payroll systems support specialists to design reports and business 
processes, and report data accurately, including to Senior Management 



· Prepare and file annual 1099s for vendors 
· Prepare and file State sales & use tax returns 
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