******************************************************************

HAPPY HILLS HEALTHCARE JOB OPPORTUNITIES 
******************************************************************


Due to the volume of resumes and applications received on a daily basis, it is the policy of Happy Hills Healthcare System to respond ONLY to applicants selected for a job interview.  If you are not selected for an interview, your resume and/or application will be retained on file for approximately six (6) months from the date of receipt.  Equal Opportunity Employer (EOE)

 SEQ CHAPTER \h \r 1PAYROLL CLERK

DESCRIPTION: Responsible for performing duties pertaining to processing of automated payroll.   Will maintain payroll control totals and verify and balance changes in salary and payroll information.  Responsible for calculating and typing checks not automatically calculated, manually computing Federal and State taxes, miscellaneous deductions, etc.  Will check and balance various computer reports related to payroll operations.

MINIMUM QUALIFICATIONS/REQUIREMENTS: H.S. Diploma/GED and two years clerical experience preferred in Accounting or payroll.  Must have basic knowledge of telephone and computer systems and basic CRT or typing skills.  Comprehensive understanding of all payroll functions and ability to communicate effectively.

