
  

 

 
 
 

Payroll Specialist I 
Located in the Payroll Department, Corporate Office, Hatton Road 

 
Provide support to Payroll Coordinator and Vice President of Finance.  The Payroll Specialist I retrieve’s, 
formulates, inputs, processes, and reports payroll information on employees to insure compliance with various 
collective bargaining agreements (CBA), the Service Contract Act (SCA), contracts, and company policies and 
procedures. 
 
Essential Functions: Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 

1. Prepares, distributes, reviews, and inputs time cards.  
2. Provides standard and non-standard reports and data to management in a timely manner. 
3. Processes absence reports, determines and enters leave, as it pertains to appropriate contracts and / or 

CBA’s. 
4. Makes changes to employee records as needed relating to payroll functions. 
5. Provides various reports for management uses, and general ledger reporting, as it pertains to payroll.  
6. Maintains records and reports for various outside agencies as required. 
7. Performs administrative tasks for the retirement, HSA/FSA, and other fringe benefit accounts.  
8. Prepares reports to be used for invoicing customers. 
9. Assists with the performance of running biweekly payroll. 
10. Handles petty cash fund.  
11. Acts as a point of contact for employees and management for issues related to payroll.  
12. Serves as back-up to the payroll specialist I and payroll specialist II, encompassing all duties required. 

 
Ability to pay careful attention to detail. Ability to work with multiple diverse work groups who have different 
pay / benefit rules and guidelines. Exhibit professional conduct by working effectively as a team member, 
maintaining confidentiality, practicing effective customer relations and complying with company policies and 
procedures.   
 
Required Education and Experience:  High school graduate or GED plus two (2) years’ experience in payroll and 
/ or payroll related reporting, must have computer skills, specifically excel and data entry.  Preferred Education 
and Experience:  Associates degree in business administration, or accounting.  Valid driver’s license and 
insurability with company insurance carrier.  Must pass company drug test and a company background check, 
and NACI Military background check.  

 
Salary: SG14 $14.97 / hour- may pay higher based on experience plus benefits to include Medical, Dental, 
Vacation, Sick Leave, paid Holidays, and 401(k).  
 
Please submit resume’ to hr@workservicescorp.com. For more information about this opportunity, please 
contact Patti in Human Resources at 940.386.1985, or Dena in Human Resources at 940.386.1980. 
 
Work Services Corporation is an equal opportunity employer. All qualified applicants will receive consideration 
for employment without regard to race, religion, color, national origin, gender, gender identity, sexual 
orientation, age, status as a protected veteran, among other things, or status as a qualified individual with a 
disability. 
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