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Job Title:  SUPERVISOR-PAYROLL    
 

SUMMARY 

Supervises a group of employees engaged in the preparation and processing, of the 

organization's payroll and payroll taxes, in a multi-frequency, multi-pay group, multi-

state and international enterprise with multiple unions. Focuses on premium customer 

service and continuous improvement, driving for a World Class Payroll organization. 

 

ESSENTIAL FUNCTIONS 
• Oversees the day-to-day activities of the Payroll staff engaged in the preparation 

and processing of the organization's payroll and payroll taxes, ensuring accurate 

and timely preparation. 

• Provides excellent customer service to internal and external customers. 

• Tracks and ensures Payroll queries are addressed in a timely basis. 

• Supervises or compiles, calculates, and posts payroll data to payroll records. 

• Investigates and reconciles errors, GL reconciling items, and approves 

adjustments. 

• Exercises initiative and judgment in evaluating workflow to effectively distribute 

daily tasks to ensure timely processing. 

• Trains employees on the proper use of equipment and software packages. 

• Provides technical guidance on complex issues. 

• Responsible for accurate year end payroll close. 

• Prepares or supervises the preparation of W-2 forms, tax filings for federal 

withholdings, unemployment taxes, etc. 

• Balances planning efforts with day to day demands. 

• Monitors the effectiveness of systems, policies and procedures and makes 

appropriate recommendations for process improvement and best practices; 

implements approved changes. 

• Estimates personnel needs and ensures adequate staffing in order to meet 

completion dates. 

• Tracks and reports on key payroll metrics/performance indicators. 

• Ensures the consistent application of organization policies and ongoing 

compliance with internal controls. 

• Ensures compliance with regulatory requirements for items such as payroll taxes 

and tax filing, garnishments, 401(k) plans, W-2 preparation, taxation of company 

benefits, and wage and hour laws. 

• Trains and supervises employees and associates on the company’s timekeeping 

systems and policies, including sick and vacation tracking. 

• Responsible for the development and maintenance of written department policies and 

procedures. 

• Maintains a positive attitude; establishes and maintains effective working 

relationships with co-workers, staff, management, and customers. 

• Maintains satisfactory attendance, to include timeliness. 
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• Responsible for understanding and complying with applicable quality, environmental 

and safety regulatory considerations. If accountable for the work of others, 

responsible for ensuring their understanding and compliance. 

• This job description reflects management's assignment of essential functions; it does 

not prescribe or restrict the tasks that may be assigned. 

 

SUPERVISORY RESPONSIBILITIES 
• Develops, coaches and mentors peers, indirect and subordinate staff. 

• If accountable for the work of others, conducts performance evaluations; reviews and 

communicates salary adjustments; rewards employees or takes disciplinary action, as 

necessary; addresses complaints and resolves issues.  

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily. The requirements listed below are representative of the knowledge, 

skill, and ability required. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

MINIMUM QUALIFICATIONS 
• High school diploma or State-issued equivalency certificate. 

• Bachelor's degree in Accounting, Finance or Business plus 2 years of accounts 

payable or payroll processing experience in a mid to large size company to include 

supervisory experience reflecting increasing levels of responsibility; or 6 years of 

accounts payable or payroll processing experience in a mid to large size company to 

include supervisory experience reflecting increasing levels of responsibility.  

• Computer skill requirements include: basic MS Word; intermediate MS Excel.  

• Candidates are required to complete a credit check for this position; the results do not 

automatically disqualify a candidate from employment, but will be individually 

evaluated to determine if the results disqualify the candidate in such a position.  

• Skilled in exercising discretion with confidential information. 

 

PREFERRED QUALIFICATIONS 
• Bachelor's degree in Accounting, Finance or Business plus 5 years of payroll 

processing experience in a large employer environment, with minimum of 5,000 

employees in a union, multi-state environment reflecting increasing levels of 

responsibility.  

• Supervisory or managerial experience. 

• Intermediate working knowledge of PeopleSoft or equivalent payroll processing 

software.  

• Knowledge of payroll practices for a multi-company, multi-state and multi-union 

organization. 

• Demonstrated expertise and technical knowledge of payroll practices, accounting 

principles, and state and federal payroll regulations. 

• Certified Payroll Professional (CPP) or Fundamental Payroll Certification (FPC). 
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• Experience reading, analyzing and interpreting common scientific and technical 

journals, financial reports, and legal documents.  Skilled in responding to common 

inquiries or complaints from customers, regulatory agencies, or members of the 

business community. 

• Excellent communication skills to effectively and professionally deal with all levels 

of management and personnel.  Skilled in effectively presenting information to 

management. 

• Highly organized and capable of multi-tasking in a fast-paced environment. 

• Self-motivated, results oriented, and success driven. 

• High degree of professionalism and integrity. 

• Experience working under pressure, meeting aggressive deadlines and making 

effective and sound decisions. 

• Skilled in working with mathematical concepts such as fractions, percentages, ratios, 

and proportions to practical situations. 

• Skilled in defining problems, collecting data, establishing facts, and drawing valid 

conclusions.  Skilled in interpreting an extensive variety of technical instructions and 

dealing with several abstract and concrete variables. 

 

PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

• While performing the duties of this job, the employee is frequently required to sit; use 

hands to finger, handle, or feel; talk or hear.  The employee is occasionally required 

to stand; walk; reach with hands and arms.  Specific vision requirements include close 

vision. 

 

WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

• The noise level in the work environment is usually moderate. 

 

 


