PAYROLL COORDINATOR
[image: image1.png]SOUTHERN
CRESCENT
TECHNICAL COLLEGE



(FULL TIME)
GRIFFIN/FLINT RIVER CAMPUS
MINIMUM QUALIFICATIONS: 
· Applicant must have a bachelor’s degree and two (2) years related work experience or equivalent of six (6) years of related work experience.  
· Note: Experience may substitute for the degree on a year-for-year basis
PREFERRED QUALIFICATIONS: 
· (In addition to the minimum qualifications) Knowledge of PeopleSoft, the financial and employee information computer system
· At least one (1) year experience working with ADP, customers face to face
· Must have accounting, payroll processing and health and wellness benefits knowledge and able to work flexible hours
RESPONSIBILITIES: 
· The Payroll Coordinator is responsible for performing payroll and accounting duties in the human resources department at a technical college

· Major duties include: Analyzing and auditing monthly payroll for accuracy of preparation/posting

·  Reconciles balances, and makes corrections

· Conducts research and compiles statistical reports, statements and/or summaries related to pay and benefits accounts

· Processes/administers third-party requests involving employee pay, such as garnishments, levies, bankruptcies and child support wage assignments

· Completes routine payroll-related forms, such as W-2’s, W-4’s or stop payment requests

· Maintains payroll records, and provides information based on regulations and confidentiality requirements

· Acts as a liaison between the payroll section and other government agencies, consultants and other outside businesses in resolving problems

· Manages workers compensation claims, requests for Family and Medical Leave and Drug Testing.
COMPETENCIES:  

· The Payroll Coordinator must have the ability to analyze and interpret payroll data and statistics

· Must have general knowledge of accounting principles and the ability to understand the relationship between payroll and financial systems
· Must have the ability to oversee all payroll related functions
· Knowledge of pay and benefit processes
· Ability to work independently
· Knowledge of records retention practices
· Skill in the operation of computers and PeopleSoft, the financial and employment information computer software

· Decision making and problem solving skills; Skill in interpersonal relations and in dealing with the public and oral and written communication skills

SALARY/BENEFITS:  
· Salary commensurate with education and work experience. 
· Benefits include paid state holidays, paid annual and sick leave, and the State of Georgia Flexible Benefits Program.

SPECIAL NOTES: 
· Applicants scheduled for interviews will be notified of the status of the position. 
· The candidate selected for this position must successfully complete a criminal background investigation and motor vehicle screening. 
Southern Crescent Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following have been designated to handle inquiries regarding the non-discrimination policies: Title IX/Equity Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center), Assistant Director of Student Services, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7382; ADA/Section 504 Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center)  Special Services Coordinator, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7258; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus) Special Services Coordinator, 1533 Highway 19 South, Room A-252, Thomaston, GA 30286, 706-646-6224. (Employee complaints), Director of Human Resources, Human Resources, 501 Varsity Road, Griffin, GA 30223, 770-229-3454. Any complaints filed against the Title IX/Equity Coordinator or ADA/Section 504 Coordinator on any campus/center shall be handled by, Vice President for Student Affairs, 501 Varsity Road, Room 700, Griffin, GA 30223, 770-228-7348. 
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