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Detroit Canada Tunnel Corporation Job Definition Worksheet – Payroll Coordinator

	Position:
	Payroll Coordinator
	Name:
	Latitia Waters




Responsibility:

Responsible for the efficient administration of the Payroll function.

Responsibility:
Prepares reports, payments, filings and transmittals to the union, insurance carriers and government agencies.
	Task
	Standards
	Expectations
	Power to Act

	1. Administers and performs operations that involve the processing of time and earnings records of employees  


	Calculates, compiles and enters (via automated systems) employee earnings and deductions for the parent company and its subsidiary 
	On a daily basis
	Full responsibility

	
	Ensures accurate and timely preparation and balancing of weekly, bi-weekly and special payrolls
	 100% accuracy, by Monday pm weekly, edits by Monday am
	Full responsibility

	
	Makes payroll adjustments including garnishments, union dues, paid absence days, clothing allowance, retro-pay, etc
	Input as received by Monday
	Full responsibility

	
	Responsible for maintaining a calendar of due dates, filing dates, scheduled pay increases and dates when employees are to be added to benefit programs that require payroll deductions.
	Annually by Dec 15th of preceding year
	Full responsibility

	
	Possess a good working knowledge of the U.S. and Canadian union contracts to ensure that employee paychecks conform to union contract provisions.
	Outline of changes by contract dates
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	 
	

	
	 
	 
	


	Task
	Standards
	Expectations
	Power to Act

	2. Maintains records and issues reports regarding the time and earnings of employees  


	Maintains earnings records in compliance with federal, provincial, state and local government report requirements.
	Monthly, quarterly, annually
	Full responsibility

	
	Reports balancing of payrolls
	 Weekly, bi-weekly and special 
	Full responsibility

	
	Unemployment Wage Detail Report
	Quarterly 
	Full responsibility

	
	941 IRS Report
	Bi-weekly & quarterly
	Full responsibility

	
	Suta-State of Michigan
	Quarterly 
	Full responsibility

	
	Futa- Federal Gov’t
	Quarterly 
	Full responsibility

	
	City of Detroit
	Monthly/annually
	Full responsibility

	
	State of Michigan
	Monthly/annually
	Full responsibility

	
	Social Security Administration
	Annually
	Full responsibility

	
	W-2’s
	Annually
	Full responsibility

	
	Maintains archives
	Annually (3 year period)
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	 
	 
	


	Task
	Standards
	Expectations
	Power to Act

	3. Prepares, administers and distributes cheques for payroll
	Delivers payroll checks.
	By Wed before close of business day
	Full responsibility

	
	Manages direct deposit programs for U.S. and Canadian payrolls
	Weekly
	Full responsibility

	
	Answers payroll related questions from employees. 
	· As required
· Resolve or escalate within 3 days
	Full responsibility

	
	Responsible for the non-routine or unscheduled payroll transactions:

· Investigates and where necessary voids cheques

· Issues stop-payment orders

· Issues replacement cheques

· Prepares cheques for emergency leaves, terminations, etc


	Within 24 hours

	Requires VP Admin approval



	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	4. Responsible for the maintenance of employee personnel files


	Controls management/supervision access to employee’s personnel files.
	As directed by company policy and VP Administration
	Full responsibility

	
	Maintains security of paper files


	Only management has access
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Prepares journal entries, reconciles accounts with the general ledger and prepares periodic payroll-related analysis, statements and projections.


	Prepares reports, payments, filings and transmittals to the union and accounting 
	Monthly
	Full responsibility

	
	Insurance data to Manager, Risk and Pensions 


	Monthly
	Full responsibility

	
	Data to government agencies 


	Quarterly
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	6. Participates in the evaluation and recommendation of the Company’s computerized payroll system and payroll products.


	Develops, recommends and implements payroll procedural changes to facilitate efficient processing of payroll data and the achievement of department goals
	Annual system review or when vendor upgrades
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	7. Performs other related functions as assigned by Manager, Accounting
	Maintains a safe and healthful environment by complying with policies and procedures and identifying and anticipating concerns and hazards.
	Same
	Full responsibility

	
	Maintains payroll supplies and inventory

	Monthly inventory and ordering process
	Full responsibility

	
	Develop a six month and twelve month work plan  for the Finance function
	Same
	Full responsibility

	
	Review all processes for which this job is prime 
	Identify disconnects and recommends improvements
	Full responsibility

	
	Identifies development opportunities to improve skills and competencies for this position    
	Same
	Full responsibility

	
	Maintains professional and technical knowledge by attending educational workshops and reviewing professional publications.
	As required and by benchmarking this position against other payroll positions
	Full responsibility

	
	Interfaces effectively with all levels of corporate management, supervisory personnel and staff
	Same
	Full responsibility
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