

	Company:
	Comcast Cable Communications
	Effective Date:
	

	Title:
	SAP Payroll Quality, Reporting and Support Specialist
	FLSA Status:
	Exempt

	Job Code:
	
	Salary Band/Grade:
	

	Department:
	Payroll / Finance
	Commissioned Position?
	No

	Job Group:
	
	Does Position Manage People?
How many?
	No

	Reports To (Title):
	Payroll Quality and Reporting Manager
	
	




	 Purpose of Position/Position Summary:

	This position is responsible for review and support of the payroll process including auditing, reviewing, as well as reporting and informational needs. The holder of this position will have a strong overall understanding of payroll processing, payroll technologies, standard auditing practices, and payroll reporting functionality.

This individual will work independently as well as with a team to review and audit the payroll, reconcile specific general ledger accounts, support and maintain departmental policies and procedures, close out the bi-weekly payroll processing, as well as supply the ongoing informational needs of the company.




	
	Duty/Responsibility


	1.
	Audit and review the payroll process

	2.
	Assist in reconciling general ledger accounts

	3.
	Request funding of bank accounts

	4.
	Close out bi-weekly payroll process

	5.
	Create reports using SAP standard transaction codes

	6.
	Understand SAP table structures and relationships

	7.
	Understand payroll and time clusters

	8.
	Use additional software products to satisfy informational reporting and presentation needs

	9.
	Prioritize multiple requests and projects simultaneously

	10.
	Strong organizational skills through management of requests each as individual project requests

	11.
	Thorough and clear documentation skills required to track the various requests as well as to document the design and testing requirements

	12.
	Assist Payroll and HRIS teams in special projects

	13.
	Assist with testing of periodic system upgrades

	14.
	Protect employee privacy of information

	15.
	Perform other related duties as assigned



	Minimum Requirements for Hire:

	Education (degree)
	Associates Degree in Management Information Systems/ Business/Accounting or equivalent work experience


	Experience (# years)
	· 3 years SAP payroll or payroll reporting experience
· Audit experience
· Strong analytical, organizational, and documentation skills
· Strong Microsoft Excel, Access, and Power Point skills required


	Other (certification, licensure, technology, etc.)
	Payroll knowledge of wage and hour, taxation, and garnishment payroll practices a must. 
Knowledge of payroll taxation in a multi state environment highly desirable
Software experiences include Excel, Word, and SAP Payroll products highly desirable
SAP – Cross Application Time Sheets (CATS) a plus
SAP – Employee and Manager Self Service (ESS / MSS) a plus




	Work Environment/Physical Activities/Equipment Used:

	Extensive work on computer systems.



