
		        Job Description

	Title:
	Payroll & Accounts Receivable Accountant 

	Department:
	Finance

	Functional Supervisor:
	Accounting Manager

	Reports to: 
Location:
	Controller
Washington, DC  

	Effective Date:
	



	HR Use Only:
	
	Exempt/Non-Exempt:
	Exempt

	EEO Job Class:
Work Status: 
	Professional
Full-time 
	Salary Grade:
	Level XX



Pact values and supports a diverse work environment.  

	Position Summary: The Payroll Accountant will be responsible for processing and recording PACT’s domestic and expatriate payroll; collect, review and compile timesheets data; provide timely support to payroll and timesheet queries, processing and reconciling accounts receivable. 



Core Values: Pact employees embrace the following core values as representatives of the institution:

· all people have a right to participate in decisions affecting their lives 
· gender equity is mandatory for social transformation 
· resources are allocated in a transparent manner, guided by accountability to our clients and Pact’s role as steward of resources intended for the poor
· diversity in background, gender and age strengthen our capacity to be wise managers of public and private funds
· teamwork and collaboration shape our day-to-day working relationships 
· innovation and risk taking to achieve impact and broad scaleable results drive strategic priorities
· gathering and sharing information are primary roles for all employees
· staff growth and advancement are a priority, including training and professional skills building to increase knowledge and competence and to stay abreast of new developments, especially in technology
· a healthy balance between work and life outside of work must be maintained for work satisfaction and fulfillment 

Specific Duties and Responsibilities:
Payroll Functions: (about 80% of work load)
· Manage workflow to ensure all payroll transactions are processed accurately and timely every payroll cycle. 
· Enter all payroll-related modifications including wage and tax adjustments, benefit and 403B deductions in ADP PC payroll system. 
· Reconcile payroll prior to transmission and validate confirmed ADP Preview reports. 
· Understand proper taxation of employer paid benefits and expatriate staff allowances. 
· Calculate and process expatriate allowances.
· Process garnishment, retro pay, and other payroll disbursements/deductions. 
· Execute ADP EZLabor e-time and attendance processing and interface with payroll.
· Process accurate and timely year-end reporting when necessary (W-2, W-2c, etc). 
· Process manual check and international payroll wires. 
· Process request for timesheet reallocations, as needed.   
· Analyze and reconcile select payroll related balance sheet accounts. 
· Setup new users in ADP payroll and timesheet system. 
· Assist timesheet and I-Pay system users with login issues.
· Update timesheet system with new project and subproject codes.
· Update ADP payroll with rollover leave hours.  
· Maintain all payroll files.
· Propose ways to improve and streamline the payroll and timesheet collection process.  
· Assist with the annual preparation of 403B and corporate audits.
· Assist with the migration to ADP PayExpert.
· Assist with the implementation to a new timesheet system.

Accounts Receivable Functions: (about 15% of workload) 
· Allocate payment received from contributors and funders in the Account Receivable module.
· Perform monthly Account receivable reconciliations.
· Follow up on open travel and payroll advances.
· Maintain Account receivable files.
· Enter Invoices into the Account Receivable module  
· Run month end aged receivable reports and Statements

General Functions: (about 5% of workload)
· Data entry of accounts payable when staff accountant is on leave. 
· Attend staff meetings.
· Perform all work safely and maintain a safe work environment. 
· Perform other duties as assigned.
· Respond to information requests from colleagues and the field in a timely manner. 

Qualifications:

· Ability to perform and prioritize multiple tasks. 
· High degree of professionalism and ability to deal sensitively with confidential material. 
· Proficiency in word processing, spreadsheets (Excel) and database skills. 
· Strong analytical skills. 
· Familiarity with accounting software(s) - Microsoft Dynamic NAV a plus. 
· Familiarity with ADP PC payroll, ADP PayExpert, ADP EZLabor and Unanet timesheet system a plus.  
· Working knowledge of payroll processing
· Working knowledge of federal and state payroll regulations, as well as payroll taxation.
· Strong interpersonal (verbal and written) communication skills. 
· Ability to meet deadlines. 
· A team player. 
· Flexibility in a multicultural environment. 

Education and Experience Requirements:  

· A combination of education and/or experience equivalent to a bachelor’s degree in accounting, finance, or business. 
· A minimum of four (4) years payroll processing and payroll accounting experience required. 
· Familiarity with expatriate payroll and taxation issues required.  
· Payroll accounting experience in an international non-profit a plus. 
· Payroll certification such as the CPP (Certified Payroll Professional) a plus. 



To apply please visit the job openings page on our website at: http://www.pactworld.org/cs/job_openings_list
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