
 Payroll Accountant 

Responsibilities: 

 

1. Runs biweekly payroll for 150+ hourly and salaried employees. Functions include but 

not limited to reviewing time sheets and inputting data into the payroll system, 

verifying accuracy of the output, and processing of the direct deposits, & printing 

checks. 

 

2. Works with employees to ensure timesheets are properly entered and in a timely 

manner. 

 

3. Ensures accurate calculations of leave accruals according to company policy.  

 

4. Responsible for the timely payment of taxes, garnishments, employee loans, and other 

related deductions. 

 

5. Responsible for the upkeep of payroll allocations, preparing corresponding journal 

entries and reconciliations.  

 

6. Prepares general ledger account reconciliations for payroll-related accounts including 

deductions, taxes, and payroll expenses. 

 

7. Responsible for reconciliation and filing of quarterly payroll tax reports 

 

8. Reviewing and balancing payroll related accounts on a monthly basis  

 

9. Researches and resolves payroll related tax issues, employee and management payroll 

issues ensuring high customer satisfaction level. 

 

10. Responsible for reconciliation of year end data and distribution of W2 forms, in 

accordance with government regulations. 

 

11. Prepares monthly 401K contributions for payment and prepare the necessary monthly 

journal entries. 

12. Reviews and approve bills for payment including Health, Dental, and Aflac etc. and 

prepare the necessary journal entries.  

 

13. Supports and participate in all payroll-related auditing activities. 

14. Performs non payroll bank reconciliations and inventory reconciliations. 

 

15. Other accounting functions as assigned.  

 

Requirements: 

 

a. Bachelor’s degree in Accounting. 

b. Payroll experience is a must to have. 

c. Proficiency in Excel and other Microsoft Office applications. 

 

d. Knowledge of GAAP and General Ledger procedures. 

e. Possesses the ability to meet deadlines. 

f. Sound analytical ability. 

g. Sound judgment and high personal standards regarding confidentiality. 

h. Outstanding interpersonal skills and the ability to establish and maintain effective 

relationships with management staff and employees. 

i. Very organized and detail oriented 

j. Can work independently with minimal supervision 

  

  

   


