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Job Title:  Payroll Specialist

Why work for us? We are a group of enthusiastic and caring people dedicated to changing lives. We operate 24 studios in 4 regions and growing! We offer terrific perks and love to promote from within! There’s exciting things happening at YogaWorks, come join the team!

Job Overview:   This position reports to the Accounting Manager is responsible for processing the company payroll.  We are looking for an experienced and extremely organized person to fill the role of Payroll Specialist.  The ideal candidate will possess the following as well as excellent customer service skills.
 
Duties & Responsibilities: 
· Full responsibility for processing payroll via ADP – 8 cycles a month
· Interface with managers to collect payroll data and verify approval
· Complete and distribute payroll related reports to managers 
· Submit 401k/FSA contributions information post each payroll cycle
· Process garnishments, EDD audits, and other payroll related governmental forms
· Maintain time clock system
· Enter payroll related journal entries into accounting system
· Track vacation/sick time/health insurance deductions
· Maintain payroll filing system
· Other Ad hoc payroll related projects


Minimum Requirements:
· Minimum 2 years experience
· Computer savvy and experience with ADP PayeXpert, Quickbooks Enterprise and Excel
· Excellent written and verbal communication skills
· Ability to multi-task while maintaining a high attention to detail
· A team player with strong work ethics and a “can-do” attitude
· Ability to work well under pressure and can quickly adapt to a changing environment
· Thrives in a high energy, fast pace, small company environment
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