David's Bridal Job Description

	Job Title:  Payroll Manager

	Department:  Finance
	Location:  Corporate

	Reports to:  Director of Disbursements
Direct Reports: 4
Indirect Reports: 0
	Working Conditions:

Normal, no adverse or

Hazardous conditions
	FLSA: 
Date:  July 2015


General Summary:

The Payroll Manager is responsible for providing supervision of the Payroll Department’s daily functions.  The incumbent is responsible for directing the activities of all payroll staff and for developing and monitoring all tasks necessary to accomplish the organization’s payroll processing objectives, including relationships with internal and external auditors and state and federal agencies.  

Principal Functions and Responsibilities:  
· Manage payroll work activities including verification of electronic reports, salary deductions (both mandatory and voluntary), W-2 preparation, quarterly and annual federal, state and local tax reports, and other reports and actions affecting payment of personnel and payroll history of employees.   
· Monitor status of work in progress, review completed work and resolve problem situations.
· Supervise and provide overall direction and support for team, including schedule to ensure appropriate coverage; monitor and assess individual work in accordance with high standards of excellence; provide feedback, coaching, support opportunities for development; complete and deliver performance appraisals; take corrective action when appropriate; and participate in hiring and retention decisions. 
· Serve as Payroll lead for special projects, including but not limited to assisting in the development of an integrated Human Resource/Payroll information system  
· Provide direction to IT on maintenance and enhancements to the Payroll and HR suite of products.

· Responsible for the development, deployment and maintenance of payroll procedures and processes and for the ongoing review of processes and procedures to simplify, streamline, and improve productivity.
·  Protect payroll operations by maintaining confidentiality of records.
Other Duties and Responsibilities:
· Support global expansion by managing payroll process for Canada, UK and future world-wide operations.
· Assist internal and external auditors during audit process, providing documents, reports, and other payroll-related credentials upon request; answering questions regarding information and/or procedures as required; and implementing procedural changes recommended by auditors.
Job Specifications: 
Education
· Bachelor’s degree in Accounting or Business Administration with course study in accounting or a related field required.
Work Experience
· 4 - 6 years of payroll experience.

· 2 - 4 years of supervisory experience.
Knowledge
· Knowledge of payroll, human resources, and accounting operations applications
· Considerable knowledge of federal, state and local payroll functions and administration, including regulations and their underlying principles 
· Knowledge of major payroll applications, such as ADP and/or Ceridian.

Skills
· Demonstrated coaching/mentoring skills and problem-solving skills. 
· Strong customer service and time management skills.

· Ability to analyze administrative problems and adopt an effective resolution.

· Ability to select information from sources such as financial and operating records and to organize information for reports.

· Ability to read, analyze, and interpret complex business periodicals, professional journals, technical procedures or government regulations.
· Ability to write reports, business correspondence and procedure manuals.

· Ability to effectively present information and respond to questions from groups of managers, clients, customers and the general public.

Physical Requirements:
· Ability to communicate promptly and accurately via computer, telephone or similar device with or without assistive technology.
· Ability to perform sedentary work.
Disclaimer:
The preceding job description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this job.

Contact:
Email Resume and Cover letter with salary requirements to -  Dheitz@dbi.com 
Payroll Manager
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