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Job Posting Document

Job Title:  Payroll Program Manager
Company Name:  Western Reserve Hospital
Pay:  (only if you wish to)

Qualifications:

1.Education and Training

Bachelor’s degree in Business, or closely related field of study or equivalent in training and experience. Must have knowledge of local and federal tax laws and requirements and tax filing.

2.Experience

Five years of professional work experience in Finance and/or Payroll.  

Other Skills, Competencies and Qualifications

•Proficiency in Microsoft Word and Excel, sophisticated payroll software systems, and time and attendance applications is required.  
***  Experience with Kronos, Ultimate software and Cognos report generation experience is preferred
•Ability to translate hospital and payroll/time and attendance policies and procedures and FLSA (Fair Labor Standards Act) regulations; must be able to apply policies to specific situations.
•Excellent communication including excellent written and verbal skills, problem solving, accounting, organizational and interpersonal skills and be able to interface with all levels of management. Position requires the ability to work within a team environment and support team goals.
•Ability to maintain high degree of confidentiality in working with payroll information.
•Ability to pay close attention to detail.
•Skill in use of computerized packages or ability to acquire such skills to operate application packages used by payroll. 

Job Description:

Ensures timely and accurate payment of wages to employees of Western Reserve Hospital, LLC and WRH Physicians, Inc.  Electronically processes employee wage data, payroll deductions both voluntary and involuntary, and withholdings to update companies with detail information on a biweekly schedule.  Interface payroll totals into the General Ledger for accounting and budgeting accountability by departments.  Prepares and processes all tax payments and reports accurately and timely on a biweekly monthly, quarterly and/or annual basis.  In addition to payroll responsibilities, individual is responsible for the time and attendance system, its operation, access, training, and transfer to the HR payroll software system.  Responsible for responding to employee, management, agency, and court requests, including subpoenas for information.
Application Procedure: Please apply online to www.westernreservehospital.org/careers or submit resume to lkeeley@westernreservehospital.org
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