	
	
	

	

	

	Position:       Payroll Accountant
Reports to:    Accounting Manager
Location:      Remote 
COMPANY:
Our client is a non-profit educational organization that focuses on ensuring all students love learning math.  They have created interactive math learning content that uniquely partners with educators so children can reach their full potential.  
They are looking for a talented, multi-tasking Payroll Accountant to play a key role in the smooth day-to-day financial operations. In this role you will focus on Payroll, 401k, employee expense reimbursements and other employee related accounting tasks. The Payroll Accountant will report to and be supported by the Accounting Manager. This is a great opportunity for someone who wants to contribute their knowledge and skills in a mission-driven environment.

PRIMARY JOB RESPONSIBILITIES:
· Perform all semi-monthly payroll & 401k activities, ensuring compliance with employment and tax laws

· Maintain the master payroll file & system by adding/updating employee salary and benefit info as necessary

· Prepare and record semi-monthly payroll bills & journal entries

· Assist with the onboarding and off-boarding of new hires and departed employees and related ADP recordkeeping

· Assist with the processing of leave of absences and the resolution of payroll, benefits or tax issues

· Track employee pay and time allocations across various departments, classes and grants

· Review actual salary expenses by grant to ensure tracking to grant budgets

· Process expense reports for employee reimbursements org-wide

· Assist with monthly close of the books, reconciliations, and quarterly reporting

· Assist with quarterly 401k compliance reports

· Maintain accurate filing of all finance documentation in organized and secure digital files

· Assist with staff payroll inquiries and troubleshoot as needed with ADP

· Assist with budget and ad-hoc analysis as needed to support business operations
QUALIFICATIONS:
· Bachelor’s degree in Accounting and 2+ years of accounting experience

· 2+ years managing all aspects of processing payroll

· Strong working knowledge of ADP TotalSource

· Intermediate skills in MS Excel including creation of pivot tables and utilizing vlookup 

· Oracle NetSuite accounting software experience highly preferred

· Strong time management and attention to detail

· Professional and friendly demeanor with demonstrated success in service-oriented roles

· A proven high attention to detail and a love for matching numbers to the penny

· Ability to work on a small, supportive team in a dynamic and fast paced organization

· A commitment to the Company’s mission of providing an exceptional education to all children

· A desire to join an entrepreneurial, fast-paced environment at a high-growth organization

· The willingness to comply with the Company’s vaccination (subject to legally valid exemptions) and Personal Protective Equipment policies
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