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Senior Administrative Assistant – Payroll Tax

 
Position Summary:

· Working knowledge of general payroll tax and payroll processing principles to ensure compliance with tax jurisdiction regulations.

· Download payroll system tax reports and assist in the review and research of any variances to resolve tax issues timely.   

· Assist in responding to tax audit requests and in preparation of specialty tax returns.

· Maintain various Payroll Tax spreadsheets for tracking: tax funding, tax corrections, W-2 reconciliation, W-2C requests.

· Coordinate tax refunds for international students and tax funding for American Samoa.

· Research stale dated tax checks and resolve with tax jurisdiction.

· Compile department timesheets for payroll submission.

· Assist in review of notices from tax jurisidictions and ADP to determine next steps and complete documentation required.

· Contact local tax jurisdictions to set up new tax accounts.

· Maintain Payroll Tax archived records retention to ensure tax documents are audit ready. 

· Monitor Payroll Tax Department phone line and email box, filing, order office supplies. 

· Support Payroll Tax team on special projects, as assigned by Tax management.

Position Profile:

· Associates degree in Business/Accounting preferred.

· 1-2 years experience in payroll tax, payroll processing and accounting functions preferred.

· Ability to perform multiple tasks, and adjust plans and actions to meet deadlines. 

· High degree of initiative and ability to work independently and in teams to achieve strategic goals and long term objectives.

· Ability to work with all levels of Management.

· Strong communication, interpersonal and analytical skills. 

· Functional knowledge of various systems: MS Office Suite and ADP payroll preferred.
Apply at :
http://careers.sodexousa.com/job/WILLIAMSVILLE-Senior-Administrative-Assistant%2C-Payroll-Tax-Job-NY-14221/1602814/?utm_source=careersite&refurl=http%3A%2F%2Fwww.sodexousa.com%2Fusen%2Fcareers%2Fsearch%2Fsearch.asp#tracked
