
June 3, 2020 

Payroll Clerk 
AmerisourceBergen - Chesterbrook, PA 19087 

 
Are you looking to make a difference in a patient’s life? At AmerisourceBergen, you will find an innovative 
culture that is patient focused and dedicated to making a difference. As an organization, we are united in 
our responsibility to create healthier futures. 
What you will be doing 
POSITION SUMMARY: 
Under direct supervision of the Payroll Manager, the payroll clerk is responsible for assisting in the 
preparation of payroll, and various other clerical duties within the payroll department for a specific group 
or groups of ABC associates. 
 
PRIMARY DUTIES AND RESPONSIBILITIES: 

 Responsible for maintaining a high-degree of confidentiality relative to personal data, salary data 
and associate benefits information maintained in the HRIS system.  

 Assists Payroll Coordinators with loading data into the payroll system (Workday). 

 Assists with payroll audits to ensure accuracy in payroll processing.  

 Researches issues and promptly resolves associate requests and inquiries 

 Prepares manual check and pay card calculations that are handled outside of the regular payroll 
cycle; maintains proper documentation.  

 Interacts closely with other departments within Human Resources in order to complete necessary 
paperwork required for payroll processing.  

 Performs all clerical duties as assigned including by not limited to opening and distribution of mail, 
creating and maintaining reports for Payroll Manager. 

 
What your background should look like (minimum qualifications) 
EXPERIENCE AND EDUCATIONAL REQUIREMENTS: 
Requires a high school education or equivalent and one (1) to two (2) years of general office experience. 
 
MINIMUM SKILLS, KNOWLEDGE AND ABILITY REQUIREMENTS: 

 Good understanding of payroll processing software programs, preferably ADP Enterprise  

 Ability to communicate effectively both orally and in writing  

 Strong interpersonal skills  

 Adept at handling sensitive and confidential situations  

 Strong organizational skills; attention to detail  

 Ability to implement processes resulting in satisfactory audit practices  

 Knowledge of Microsoft Word, Excel and PowerPoint 

WORK ENVIRONMENT: 
The work environment characteristics described here are representative of those an associate encounters 
while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions: 
 
The noise level in the work environment is generally quiet. 
 
PHYSICAL AND MENTAL REQUIREMENTS: 
The physical demands described here are representative of those that must be met by an associate to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions: 

https://www.indeed.com/cmp/Amerisourcebergen


 Sedentary physical activity requiring reaching, sifting, lifting, finger dexterity, grasping, feeling, 
repetitive motions, talking and hearing.  

 Visual requirement is for close vision, distance vision, peripheral vision and ability to adjust focus.  

 75% or more time is spent looking directly at a computer.  

 Associate is frequently required to stand, walk (or otherwise be mobile).  

 Ability to deal with stressful situations as they arise. 

 
What AmerisourceBergen offers 
We offer competitive total rewards compensation. Our commitment to our associates includes benefit 
programs that are comprehensive, diverse and designed to meet the various needs across our associate 
population.  

 Healthcare for associates and eligible dependents, same-sex and domestic partners 

 Paid time off, including vacations and holidays 

 Paid volunteer time off 

 Life insurance and disability protection 

 Pet insurance 

 Employee Stock Purchase Program 

 Retirement benefits and more… 

Throughout our global footprint and various business units, we take a balanced approach to the benefits 
we offer. Many benefits are company-paid, while others are available through associate contributions. 
Specific benefit offerings may vary by location, position and/or business unit. 
About AmerisourceBergen 
AmerisourceBergen is a publicly traded Fortune 10 global healthcare solutions company and is one of the 
world's largest pharmaceutical services companies. Powered by our associates around the world, we 
provide pharmaceutical products and business solutions that improve access to care. We operate the 
backbone of the healthcare supply chain. We drive the future of local care delivery. We guide medical 
innovations to market. We create healthier futures. 
Primary LocationUnited States-Pennsylvania-Chesterbrook 
1400 Morris 1400 Morris Dr Suite 101 Chesterbrook 19087 
OrganizationHuman Resources 
JobHuman Resources Jobs 
ScheduleFull-time 
Equal Opportunity Employer/Minority/Female/Disability/Veteran 

Apply at:  

https://www.indeed.com/jobs?q=accounting&l=radnor%2C%20pa&start=40&vjk=fea8f6e9f5feccad 
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