[image: image1.emf]
Assistant Payroll Manager
Herndon, VA (Washington, D.C.)
Beacon Roofing Supply, Inc. is one of the largest distributors of residential and non-residential roofing and complementary building products in North America with over $2.4B in annual sales. We currently consist of 14 regional companies in 39 states and 6 Canadian Provinces with over 240 locations and more than 3,000 employees. We are known throughout the building supply industry for having quality people, quality service and quality building products.

Beacon Roofing Supply is publicly traded on the NASDAQ stock market under the symbol BECN. In June of 2006, Beacon Roofing Supply was named to the NASDAQ Global Select Market.

We are seeking an Assistant Payroll Manager for the entire business.  This position will be based in our corporate Herndon, VA office.  This position will provide the full scope of payroll support for approximately 3000 employees in over 240 locations in the US, and 6 Canadian Provinces. Reports directly to the Human Resources Payroll Manager of Beacon Roofing Supply.
The Responsibilities Include:
· Responsible for the integrity and processing of weekly/bi-weekly payroll cycles for hourly and salaried employees.
· Assist in administering maintenance of the internal human resource/payroll system and assist in the installation and maintenance of upgrades to the system.  Ensure compliance of established payroll policies and procedures and incorporate procedural changes when necessary.
· Processing of timesheets and payroll generation of weekly & bi-weekly, multi-state payrolls, posting of payroll journal, labor reporting, reconcile payroll General Ledger accounts for benefits accounting, prepare management reports to include vacation/leave accrual administration, transmittal of payroll taxes, reconciliation of payroll to labor.
· Assist in processing wage garnishments or changes to premium payments for benefits.
· Ensuring new hires are set up in accordance with corresponding contracts to include union contracts, processing garnishments, union dues administration, setting up direct deposits, audit W-4s.
· Payroll tax preparation, coordination of year end W-2 process, administer STD program and special projects as assigned.  
· Verify all updates including salary changes, retro pay calculations, etc., are accurate and reflected in the internal human resource/payroll system. 
· Balance the salaried employee payroll registers to ensure taxable wages calculate properly and are accurately reflected on payroll checks.
· Support timekeeping systems for hourly & salary employees.
· Analyze hourly payroll registers for reasonability on a weekly basis.
· Assist in managing all third party transmissions on a weekly basis. 
· Perform other duties as assigned. 

The Ideal Candidate Will Have:

· Minimum 3 years payroll experience.  Including multi-state and multi-site responsibility.
· Experience with U.S. and Canada payroll.
· Experience working with Ceridian.
· Bachelor’s degree in Business, Finance or Human Resources related field with advanced academic and professional training preferred.

· Strong business acumen and analytical mindset with the ability to lead, implement, and facilitate change. 
· Experience with federal, state and city payroll taxes and knowledge of labor laws pertaining to payroll is required.
· Strong analytical and decision-making skills and attention to detail.
· Demonstrated effective interpersonal, written, and verbal communication skills. 
· Demonstrated ability to adapt to changes and consistently meet deadlines.
· Demonstrated leadership skills and process orientation.    
· Strong project management skills.
· Strong ability to work in changing environment, see through complexity. 
· Ability to be effective in a highly matrixed environment, to effectively communicate with and influence all levels of the organization and drive change. 
· Demonstrated successful experience in working in a demanding, high performance work environment and team oriented culture. 
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