
Payroll Administrator - San Francisco 
 
Job Details  

Level  Entry 

Job Location  The Arc San Francisco-Howard Street - San Francisco, CA 

Position Type  Full Time 

Education Level  Associates Degree 

Salary Range  $60,000-$64,000; Salary DOE 

Job Category  Nonprofit - Social Services 

 
 

Organizational Summary  
The Arc San Francisco is a non-profit service and advocacy organization for adults 
with intellectual and developmental disabilities and their families living in San 
Francisco, Marin, and San Mateo counties.  We currently serve a varied group of 
over 700 clients who, despite their diverse backgrounds, ages and disabilities, are all 
similar in their desire to live a life of greater self-determination, dignity, and 
quality.  Our goal is to provide the supports that enable people with developmental 
disabilities to maximize their potential, live meaningful lives, and become integral 
members of the community. To that end, we provide a range of services relevant to 
all areas of adult life, from independent living supports and skills building to 
employment training and creative expression.  As a true community partner, we 
believe in educational outreach, the power of business partnerships, and the 
importance of being a reliable resource for families, supporters, public policy 
makers and all those who share our vision of creating a more informed, diverse and 
inclusive society. 
 
 

Position Summary  

The Payroll Administrator has primary responsibility for all activities of the payroll 

function. Ensures the timely and accurate recording, processing, and reporting of 

semi-monthly employee payroll and related benefits. Provides back-up to A/P and 

AIR, as needed. 

 

 

 
 
 



Essential Duties and Responsibilities  

1. Payroll Processing: Completes semi-monthly payroll input via online portal for 

processing by outside payroll service. Ensures all hours in a pay period have been 

accounted for accurately, coordinates with supervisors as need, prevents over or 

under payment, and distributes paychecks, as necessary. 

2. Records: Maintains accuracy of all employee payroll and benefits records in 

payroll system. Updates wages, salaries, WC classifications, job titles etc. in 

payroll/HRIS system in accordance with established HR policies and procedures. 

Reviews and approves W2 Forms for employees. 

3. Reports: Prepares various monthly payroll and benefits reports (e.g., payroll 

deductions, vacation and sick accruals, terminations and new hires, union 

enrollment, etc.) and special reports, as required. Prepares monthly payroll journal 

entries for general ledger input and provides reports to HR as needed. Prepares 

social security wage information reports for clients, as necessary. 

4. System: Sets up new employees in payroll system, resets passwords as requested, 

and maintains accuracy of system and data as required 

5. Benefits: Calculates monthly 403b plan employer contributions, processes 403b 

plan reports for plan provider, prepares Healthy SF reports, inputs updates to 

employee benefit contributions, sends benefits invoices to employees on leave, and 

maintains database of benefit plans, rates and enrollees. 

6. Payments: Submits ACH and check requests to AP Manager for timely remittance 

to various benefits providers. Prepares and processes manual payroll checks when 

needed (e.g., terminations, advances) and ensures timely and accurate deduction 

and payment for garnishments, loan repayments, etc. 

7. Inquiries: Responds to all employee payroll and benefits inquiries, research 

discrepancies, and resolves problems in a timely manner. 

8. Audit: Prepares worksheets, as necessary, for financial audit, 403b audit, WC 

audit, and other audits, as required. 

9. Backup: Provides backup to accounts payable, client billing, and other accounting 

functions as necessary. 



10. Policies & Training: Recommends policies and procedures relevant to payroll 

function and, upon approval, implements the policy/procedure and trains staff, as 

needed. 

11. Additional: Other responsibilities as assigned. 

 

 

 
 

Knowledge, Skills and Experience 

• Bachelor's or associate's degree in accounting, business administration or 

equivalent work experience. Demonstrated experience in handling and 

maintaining confidentiality of sensitive information.  

• Minimum of three to eight years of progressive experience and responsibility 

in accounting with at least two years in payroll or related area. Good 

computer skills (including 10-key) and knowledge of online payroll processing 

systems (Paycom preferred) and general ledger systems (NetSuite preferred).  

• Knowledge of local, state and federal payroll and leave administration law.  

• Proficient in computer spreadsheets and word processing with strong 

knowledge of Microsoft Excel and Word. 

•  

 

Physical Demands: 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
Repetitive key board use, phone use, walking, standing, bending stooping and direct client 
interaction. 
  

The Arc San Francisco is an Equal Opportunity Employer. 

The Arc San Francisco is committed to equal opportunity in the terms and conditions of 
employment for all employees and job applicants without regard to race, color, religion, sex, 
sexual orientation, age, gender identity or gender expression, genetic information, marital 
status, national origin, disability, citizenship or veteran status. We will consider qualified 
candidates with criminal histories in a manner consistent with the requirement of the San 
Francisco Fair Chance Ordinance. 



 

 


