NOTICE OF VACANCY
TITLE:


payroll clerk - finance
Responsibilities:  This position is responsible for the bi-weekly payroll accurately.
Manages and coordinates activity of multiple payroll systems throughout different locations. Manages the payroll function of processing timecards, e-timesheets, ADP swipe clocks, compiling payroll statistics, maintaining payroll control records, recording hours of work and calculating payroll. Train newly hired staff on the electronic payroll system. Manages payroll activities involving the following: reviewing personnel records to determine names, rate of pay, and occupation of new hires, and changes in wage rates, salary grade and occupations of employees on payroll. Direct compilation and preparation of other payroll data, such as voluntary deductions pension, insurance, wage garnishments, direct deposits. Coordinates the earned leave and sick time calculation sheets for Village Staff and distribution to staff and supervisors.  Sort and distributes payroll checks and earning statements to Village departments. Process manual payroll checks as necessary. Maintain all quarterly payroll related reports and W-2 tax forms. Process miscellaneous reports or request from supervisors as needed. Accounts payable invoice coding sheets prepared for applicable payroll related deductions. 

Collaborate with Human Resources for preparation of the annual pension census report. This person will be the Primary liaison with ADP. Responsible for the monthly reporting of Perpetual Trust Investments. Other duties as assigned by supervisor and/or management.

QUALIFICATIONS:


· minimum of high school diploma with three years experience in comparable position

· experience with accounting processes
· Proficient with word processing and spreadsheet applications.  Possess solid general computer skills, including ability to work in a Windows XP environment.   Familiarity with specific applications used by the Village, including GroupWise email, a plus.
· cultural competency

· commitment to Total Quality Management

· Physically able to perform the essential functions of the position, with or without reasonable accommodations.

SEND RESUME TO: 
Lucie Rivera, Human Resource Generalist




The Village for Families & Children, Inc





331 Wethersfield Avenue




Hartford, CT 06114
E-mail:  jobs@villageforchildren.org
Fax: (860) 296-1071
The Village for Families & Children, Inc. is an Affirmative Action/Equal Opportunity Employer, a United Way member agency, and accredited by the National Council on Accreditation of Services to Children and Families.

Our Mission:

To Build a Community of Strong, Healthy Families who Protect and Nurture Children

