Payroll & Benefits Administrator
Continental Flooring Company, a nationwide flooring contractor, seeks an organized and bright person to join our accounting team in the area of Payroll, Employee Benefits and other accounting functions. This person should be self-confident, thorough and internally motivated. The ideal candidate will be someone with a congenial personality, organized mind, and who conducts themselves with the proper discretion in handling payroll functions.
Primary responsibilities for this position include working with the Vice President of Finance to handle all payroll, employee benefits, some accounts receivable collections from governmental agencies, some cash management functions and other miscellaneous administrative and accounting functions. 

Skills/ Requirements:

· Positive, self-motivated attitude 

· Strong Organization Skills

· Detail Oriented

· Interpersonal communication skills 

· Computer Literate, especially with Excel
· Four years’ experience in the accounting department of a small to mid-size company, including two years’ experience in charge of payroll processing.  Experience with Payroll Experts software is preferred but not required.
Excellent benefits package including medical, vacation and 401(k) plan. Drug testing, skills testing, and background checks are a condition of employment.

Please forward a cover letter stating your salary requirements, along with your resume to  jobs@continentalflooring.com. No phone calls please.
Notes: This is a regular full-time position. Company is located in Scottsdale off of the 101 and Via Linda. Visit www.continentalflooring.com for additional company information.

