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	Job Announcement

Paragon Systems, Inc

Human Resources

Job Number:  CORPPS0207
Position Title:  Payroll Specialist

	Opening Date:  February 26, 2007
Closing Date:    open until filled
Job Location:  Chantilly, VA
Paragon Systems, Inc., a growing company in the physical security industry is currently seeking an individual to fill the role of Payroll Specialist in the Corporate Office payroll department.  

Responsibilities include, but are not to be limited to:

· Entering and auditing of employee data; payroll maintenance; and monitoring of employee data.  

· Assisting in the preparation and processing of semi-monthly payroll for approximately 1000 employees; reviewing and ensuring accuracy of approved changes, updated and special payroll deductions.

· Ensuring that employee changes are entered correctly and made on a timely basis; reviewing changes for proper authorization and ensuring corporate policies are in accordance to federal, state, and local tax codes.

· Researching and resolving payroll problems and processing errors.  

· Partnering with HR personnel to ensure responsive resolution of employee payroll issues/inquiries.  

· Providing support to employees in answering payroll related questions on an as needed basis.

· Preparing period ending and payroll data and processing. 
· Coordinating efforts between payroll, human resources, accounting and other departments to ensure proper flow and maintenance of employee data (including preparation/distribution of detailed reports) 
· Assist in the reconciliation of general ledger payroll accounts

PROFESSIONAL QUALIFICATIONS:

· Bachelor’s Degree; or sufficient coursework leading to a bachelor’s degree

· Experience with payroll processing, accounting, and two (2) years general office experience are a plus

· Must be familiar with multi-state payroll tax withholding.

· Ability to prioritize, meet deadlines and process high volumes of information with efficiency and accuracy in a highly dynamic environment 
· Must be very detailed oriented, have strong organizational and analytical skills. 
· Must be able to work on multiple projects with varying time lines and priorities 
· Must have strong time management skills

· Experience with a 10-key calculator

· Ability to research payroll issues concerning earnings, deductions, taxes, vacation, expense reimbursement etc. and effectively communicate the results of that research with employees.  

· Able to maintain high level of confidentiality regarding employee information 

Paragon Systems, Inc. offers a competitive benefits package including company sponsored medical, dental and 401(k) plans, paid holidays and vacations, and a dynamic work environment.  

How to Apply:  Interested applicants may fax their resume to 703-263-9469, or e-mail their resume to apply@parasys.com.
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If you have questions or comments on Paragon’s application procedures, or if you need reasonable accommodations for any part of the application or hiring process, please contact Nicole Ferritto in the Human Resources Department 

Paragon Systems is an EEO/AA Employer


