
 

(Temp) US HRIS Data Specialist 
 

JOB TITLE: US HRIS Data Specialist – Temporary Assignment 

ASSIGNMENT DURATION: 6 months 

REPORTS TO: Sr. Manager, Payroll 

LOCATION: New York, NY 

  

Job Summary: The Interim Coty US HRIS Data Specialist reports to the Sr. 
Payroll Manager and is responsible to assist all Payroll, HR, Compensation, 
Benefits and HRIS Team members in a variety of functions. This role is a temporary 
assignment at minimum through June 30, 2018. Must be able to work in a fast 
paced environment & work closely with a variety of internal and external sources. 

  

Job Specific Responsibilities and Duties:  

 Monitor & manage the US HRIS email box 

 Enter all HRIS & Payroll related changes into Ultipro & MCT 

 Run weekly audit control reports and make necessary changes 

 Assist users with basic navigation 

 Responsible for answering all calls on the Payroll Hotline 

 Opening & responding to all physical mail 

 Manage large volume of physical & electronic filing 

 Produce on demand payments vis debit cards 

  

Basic Responsibilities:  

 Respond to incoming calls, e-mails, mail and in-person requests. 

 Comply with company policies, practices and procedures. 

 Attend meetings and prepare follow-up as needed. 

 Set goals, prioritize and execute duties of the position. 

 Manage documents, files and electronic information in an organized, efficient 
and secure manner. 

 Interact with customers in a professional and pleasant manner. 

 Represent company as a professional in appearance and manner. 

 Communicate written and oral communication at the highest level of 
professionalism and integrity. 

 Perform quality and quantity duties as expected for position. 

 Complete company required training courses as assigned. 

  



Qualifications:  

 High School Diploma required. 

 3 to 5 years of Payroll experience required. 

 Experience with Microsoft suite required. 

 CPP or FPC preferred. 

 Experience with Ultimate Software, Cognos BI, Kronos & Ceridian applications 
preferred. 

 Spanish a plus. 

  

Job Specific Requirements:  

 Exhibit strong numerical ability. 

 Execute tasks with accuracy and attention to detail. 

 Perform responsibilities with honesty and integrity. 

 Maintain a professional level of stress tolerance. 

 Possess ability to adapt to changing environment. 

 Additional requirements specific to the job in question. 

  

Basic Requirements:  

 Able to hear, understand and respond appropriately to others in person or with 
other communication devices. 

 Able to read and observe surroundings. 

 Able to physically perform duties at the speed, mobility and force necessary. 

 Able to manage emotional and mental state while performing various job duties. 

 Able to verbally communicate in English, thoughts and questions at a 
reasonable level of articulation. 

  

  

 

Apply to this job now... 
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