
June 3, 2020 
 
 

Payroll Clerk - Recent Grads are welcome to apply! 
Spring Education Group - West Chester, PA 

Spring Education Group is in search of a Payroll Administrator for our corporate office in West Chester, 
PA 
 
Key areas of responsibility include acquiring knowledge of HRIS system and available technologies, 
assisting with process improvement, and clear communication of payroll processing issues and 
announcements with HRIS users. This position works closely with other departments to ensure 
policies/procedures are followed, and payroll is processed accurately and timely while following state laws 
and compliance. As a growing company, this position’s success is contingent upon the person being 
productive and proactive in a dynamic environment where priorities are determined by business 
opportunities. 

JOB DUTIES: 

 Perform all activities necessary to process accurate and timely payroll for 7000+ employees 
across multiple states using Ceridian Dayforce 

 Process off cycle payrolls, manual payments, and tax adjustments as needed 

 Review and enter garnishment withholdings into HRIS system 

 Research and resolve issues brought forth by employees and/or managers relating to pay 

 Stay up to date on changes in Federal and State requirements and ensure that changes are 
properly implemented in HRIS system 

 Assist with system testing for routine HRIS system updates and upgrades 

 Payroll reporting and compliance; assist with various state payroll tax audits 

 Support all internal and external audits related to payroll 

 Proactively maintain and enhance HRIS system knowledge 

 Coordinate with school operations in a multi-unit environment and Human Resources to ensure 
timely, efficient resolution of issues 

 Assist with Payroll journal entries made to the General Ledger as needed 

 Other duties as needed 

ESSENTIAL SKILLS & EXPERIENCE: 

 0-3 years of Payroll processing experience 

 BS in Business related degree preferred 

 Multi-unit/multi-state payroll experience 

 Excellent problem solving, analytical, and time management skills 

 Ability to adapt in a fast paced environment 

 Excellent customer service and written communication skills both written and verbal 

 Ability to work independently and as part of a team 

 Strong appreciation for procedure, process and operational excellence 

 Proficient in Payroll/HRIS/Timekeeping system 

 Proficient in Microsoft Office suite, especially Excel 

Apply at:  
https://www.indeed.com/jobs?q=accounting&l=radnor%2C%20pa&start=30&vjk=eda497afef2fa14b 

https://www.indeed.com/jobs?q=accounting&l=radnor%2C%20pa&start=30&vjk=eda497afef2fa14b

