Performs all activities necessary to process construction payrolls for two entities, including maintaining related records, filing tax reports and voluntary deduction reports, processing involuntary deductions such as levies and garnishments, preparing accounting transactions and documents, documenting and updating procedures, and preparing special reports for management. As the only employee whose primary responsibility is payroll, incumbent is solely responsible for all payroll and related activities. Requires 5 years of payroll experience in the construction industry, experience with certified payroll, and an associate's degree or equivalent training and education beyond high school. 

Job Requirements:
· Ability to plan and accomplish goals by relying on experience and judgment.
· Attention to detail a MUST.
· Enter and maintain all employee payroll files.
· Input/process weekly payroll for multi-company, multi-state, including Certified Payroll.
· Experience with multi-state and multi-entities.
· Experience with wage/tax law, and record keeping/administration required.
· Responsible for all wage/tax reporting for multi-state wage withholding, unemployment, federal wage withholding, and federal unemployment.
· Responsible for all W-2 reporting.
· Process and submit OCIP reports and other insurance program reports.
· Responsible for enforcing payroll policies, procedures and maintain compliance with federal and state employment regulations.
· Conduct new hire employee orientations; collect all new hire paperwork, including the I-9, E-Verify, and schedule pre-employment drug tests.
· Process workers’ compensation claims and maintains injury tracking.
· Prepare and maintain federal and state government reporting including, but not limited to 401(k) census, EEO-1, Vets-100, OSHA 300 Report.
· Benefits (Health and 401(k)) administration to include communicating benefit information to employees, resolving benefit related problems, running in the annual renewal process, communicating benefits to all newly eligible employees, point of contact for all benefit related inquires, and act as the liaison between benefit brokers and carriers.
· Reconcile monthly benefit entries and payments to carriers and general ledger accounts 
· Assist in development and implementation of personnel policies and procedures and maintain employee handbook.
· Must have advanced skills in word, excel and outlook.
· Create ad hoc payroll reports.
Software Experience:
· MS Office:  Excel, Word, Outlook
· [bookmark: _GoBack]Vista by Viewpoint
Benefits:
· Competitive Medical, Dental and Vision Health Insurance Benefits
· Paid Holidays
· 10 Vacation days to accrue
· 5 Sick days granted
· 401(k) Plan with company match
