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	Title
	Payroll Systems Coordinator 

	About the Organization 
	DSV - Global Transport and Logistics

In 1976, ten independent hauliers joined forces and founded DSV in Denmark. Since then, DSV has evolved to become the world's 4th largest supplier of global solutions within transport and logistics. Today, we add value to our customers' entire supply chain by transporting, storing, packaging, re-packaging, processing and clearing all types of goods. With offices and facilities in more than 80 countries on six continents, we provide and run supply chain solutions for thousands of companies on a daily basis. Our reach is global yet our presence is local and close to our customers. Read more at www.dsv.com

DSV is an Affirmative Action and Equal Employment Opportunity employer of minority, female, protected veteran and disabled persons. If you require special assistance or accommodation while seeking employment with DSV, please contact Human Resources at 732-850-8000. If you are interested in learning the status of your application, please note you will be contacted directly by the appropriate human resources contact person if you are selected for further consideration.  

	Req Number 
	HUM-12-00006  

	Full-Time/Part-Time 
	Full-Time  

	Shift 
	-not applicable-  

	Location 
	Long Beach, CA - Corporate  

	Description 
	SUMMARY
Facilitates and supports key processes and accountabilities within Human Resources, primarily in the area of Payroll System Administration. Provides technical expertise to develop and implement technology-related projects. The Payroll Systems Coordinator will provide HR/Payroll system, system security and ad hoc reporting support to internal customers throughout the various UTi entities in North America and Canada. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES
Responsibilities:
· Maintain the Payroll system for UTi North America and Canada. 
· Serve as System Administrator for ADP Enterprise v5 and ADP Performance Pack. 
· Setup and remove users from ADP Enterprise v5 and ADP Performance Pack. 
· Manage roles and permissions (user profiles) for users in ADP Enterprise v5 and ADP Performance Pack. 
· Maintain, validate and audit content of ADP Enterprise v5 and ADP Performance Pack. 
· Re-set passwords as needed for users of both ADP databases. 
· Create and generate ad hoc weekly, monthly and pay period reports, that are used to support Human Resources metrics, using ADPR or other report writing tools. 
· Troubleshoot and resolve technical systematic issues affecting HR functions by working with the vendor’s customer service consultants. 
· Monitor HRIS workflow and audit for accuracy, security and efficient processing of HR/Payroll/Benefit functions. 
· Explore and implement additional modules, features and upgrades of the Payroll system as needed and make recommendations to HR leadership. 
· Perform customer service functions by responding to database user requests and questions. 
· Prepare monthly, quarterly, weekly, etc. reports for HR and other departments (Headcount Reports, Terminations, Turnover Analysis, Security, Employee Supervisor Listings, etc) 
· Interface with consultants and internal department leaders to coordinate imports and exports of employee data . 
· Implement new modules (as needed) by working with ADP consultants and appropriate HR managers. 
· Assist in the development of employee and manager training on system usage and conduct both online assistance and in-person training as needed. 
· Assist in the training and support all HR personnel 
· Perform daily, weekly, monthly data loads into secondary proprietary HRIS database (DRUPAL). 
· Manage different HR systems (LMS, Workforce Solutions, ATS, etc)
· Assist with various research projects and/or special projects as needed. 
· Perform other duties as assigned by HR management.
 

	Position Requirements 
	Basic Qualifications:
· Four year college degree with HR or Technology focus preferred or equivalent work experience 
· Two to five years of HR or software technology experience (or similar) 
· Familiarity with ADP Enterprise v4 or v5 and ADP Performance Pack is a plus. Excellent software skills. 
· Excellent analytical and auditing skills. 
· Complete understanding of the HR audit controls associated with SOX compliance. 
· Two to four years experience creating complex ad hoc reports using multiple report writer tools. 
· Excellent verbal and written communication skills 
· Superior problem solving and technical skills 
· Ability to work effectively both with and without supervision 
· Detail oriented
Other Qualifications
· Self starter 
· Possess strong initiative, drive, motivation and attention to detail. 
· Must exercise considerable planning, judgment and ability to work independently. 
· Ability to multi-task under varied time restraints. 
· Good leadership, inter-personal and motivational skills. 
· Proven presentation and communication skills. 
· Ability to interact with all levels of the organization in a professional, diplomatic and tactful manner. 
· Ability to translate business practices and requirements to system/application solutions
 Language Skills
English (reading, writing, verbal)
Mathematical Skills
Intermediate
Certificates, Licenses, Registrations or Professional Designations
none
PHYSICAL DEMANDS
none
WORK ENVIRONMENT
Business casual. While performing the duties of this job, the employee rarely is exposed to fumes or airborne particles, toxic or caustic chemicals. The noise level in the work environment is usually low to moderate.
OTHER INFORMATION
The Payroll Systems Coordinator reports to the Director of Payroll in the Human Resources Division.
 



