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FULL TIME JOB OPENINGS AT METRO ATLANTA YMCA.   
The list below is a summarized version of the job description.  Please apply directly to the position listed, if 
your skills are a match.  It is strongly recommended that you send a cover letter addressed to the person & 
branch that you are applying to.  No one will contact you until the job has closed according to the 
stipulations of the closing date. Do not apply after the closing date for full-time jobs.   If you are 
experiencing problems please contact me: Nicky Rosenbluth, Metro Atlanta YMCA, 100 Edgewood 
Ave, NE, Suite 1100, Atlanta, GA 30303.  Phone 404-588-9622 and fax 404-527-7693  Email 
careers@ymcaatlanta.org  Our Job Line number is 404 267 5369. For more job info please access our 
website www.ymcaatlanta.org 
 
Please be advised that receipt of your resume and/or application does not guarantee you an interview, we 
normally interview and contact only our top 5 candidates.  We do however keep all resumes on file for 2 
years.  All full time positions include employer paid 12% retirement benefits, medical, dental, prescription 
& vision benefits. 
EOE/AA/M/F/V/D 
 
April 21, 2005 
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 Salary: $10.29 - $13.72 per hour   Send Applications To: John Reid, South DeKalb YMCA, 2565 
Snapfinger Rd., Decatur, GA 30034 or email >���;?#��
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General Function:� 
Under the direction of the Branch Executive Director, the Administrative Assistant is responsible for 

providing administrative support to the Branch Executive Director and provides business office 
support to the overall branch operations.  He/She must have strong administrative skills, which 
include Written/Verbal Communication, Computer Skills and Multi-task Oriented.  All decisions 
must be guided and supported by the goals of the Academy Branch Operations, DHR, YMCA and 
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NAEYC standards. 
 
Know How: 
1.                  Must be 21 years of age or older. 
2.                  Have at least 2-5 years administrative support experience.  (Preschool Setting Preferred) 
3.                  Excellent verbal/written skills. 
4.                  Excellent computer skills – Word, Excel, Power Point and Publisher 
5.                  Must be multi-task oriented 
 
Essential Functions: 
1.                  Submit all Human Resource related documents to the Metro Office. 
2.                  Submits bi-weekly payrolls to the Metro Office within the time required. 
3.                  Processes the final submittal of all invoices to the Metro Office for payment. 
4.                  Submit daily revenue drops to the bank as required. 
5.                  Assist in the preparation of weekly branch staff meetings and board meetings. 
6.                  Perform other duties as assigned as it relates to branch operations. 
 
Ergonomic Requirements:  Bending, stooping, standing, lifting up to 40 pounds, seeing, verbal 

communication and hearing. 
 
Effect of end Result: 
The Branch Executive Director and Staff will experience a high level of administrative support for the overall 
operation.  Staff will comply with all rules and regulations of DHR, NAEYC and the YMCA.  The program 
will remain in compliance at all times with the Metro Atlanta YMCA management guidelines and policies.  
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GENERAL FUNCTION: 
 
Under the direction of the VP/Controller, the Payroll Manager is responsible for management of the Payroll 
Department including supervision of payroll staff, payroll processing, trouble shooting and problem solving 
of payroll issues for a $40M payroll with 2,500 regular staff and 6000 W-2s annually, and teaching and 
training 22+ off-site branch payroll staff.  This position will have a vital role in the comprehensive use of 
our payroll/HRIS system.  The person in this position will work on a team comprised of our HR 
Department, HRIS, IT Department, Accounting, and software consultants to fully implement and utilize the 
HRIS system. The payroll manager “owns” the payroll process piece. 
 
REQUIREMENTS: 
 
Accounting degree or equivalent experience required.  Must have 3 years experience managing the payroll 
function for a 500+ employee company. Payroll certification would be a plus. Candidate will have to 
demonstrate a solid understanding of the entire payroll process, user defined, from set up to termination. 
Candidate must have working knowledge of legal/tax compliance relating to payroll. Candidate will be 



 
YMCA of Metro Atlanta-Human Resources Department 
 

p:support\hr\recruiting\vacancy\fulltime 

responsible for filing payroll taxes and general ledger reconciliations. Technical expertise with Ultimate 
Software and or Cognos report writer is a plus. Working knowledge of similar window/web-based software 
systems is required. Human relations skills are a high priority since this position consults at all levels of the 
organization and interfaces with a wide diversity of employees. Co-lead, with the team, the payroll cabinet 
including help in writing technical manuals and updates, training office managers and auditing branches. 
Candidate will be seen as a diligent processor, problem solver, consultant and teacher. A high degree of 
confidentiality and trust must be exhibited at all times. This position shall model the YMCA values of: 
caring, honesty, respect and responsibility. 
 
EFFECT ON END RESULT: 
 
With internal and external partners, the payroll manager shall manage payroll and payroll processing in 
Ultimate Software and its component pieces. Relating to payroll, the YMCA of Metro Atlanta shall pay its 
employees 50 payrolls per year.  Those payrolls shall be accurate and shall be charged back to the branch 
departments as required.  Payroll shall be reconciled back to the G/L. Ultimate Software shall be fully 
functioning as it relates to payroll and there shall be an orderly roll out of specific functionality to each 
branch office manager.  Problems shall be solved in an employee friendly manner. As a key player on the  
payroll/HRIS team, all partners, both internal and external, shall see this position as one which is critical to 
the daily payroll function. 
 
 
JOB FUNCTIONS: 
 
1.  “Own” the payroll process from beginning to end. 
 
2.  Daily management of payroll department including supervision, training, development and problem 
solving.  Matrixed to HR/HRIS and IT team to help lead the organization in the utilization of payroll/HRIS 
relating to efficient and acccurate business practices of the Association. 
 
2.  Understanding of payroll/HRIS systems, particularly Ultimate or a like system.  This position leads the 
organization in creating and overseeing processes which support payroll/HRIS to keep data current, 
accurate, and in a usable data base format. This understanding shall include: 
 a.  new hiring processes 
 b.  data gathering on new employees 
 c.  timely termination processes 
 d.  change management 
 e.  g/l reconciliation and accounts allocation 
 f.  quarterly tax filing 
 g.  issuing W-2s 
 h.  child support and other garnishments     
 i.  automatic transfer of funds to banking industry 
 j.  taxes and related deductions 
 k   tracking vacation, sick and other leaves of absence 
 
3.  Troubleshooting, auditing and problem solving relating to payroll issues needs to be as employee 
friendly as possible. 
 
4.  Interfacing primarily with branch office managers in the use of   Ultimate software.  This will include 
answering questions and problem solving as well as leading staff training at the branch level. The ability to 
translate highly technical manuals into user friendly terms is critical. 
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5.  Demonstrate ability to develop technical expertise in the area of Cognos report writing.  Develop a 
Cognos reports catalog and create custom reports as needed.  Assist HR and the office managers at the 
branch level in extrapolating information from system. 
 
6.  With our partners, remain current on software releases and review our vendor web site notices in a 
timely manner.  With our partners, keep the system tables current. Keep the organization informed on issues 
relating to payroll. 
 
7.  With HR, commit to annual audits of branch hard copy and data base payroll information. 
 

8.        Take the lead in implementing a time tracking system and with HR, help create the branch 
training programs necessary to roll out any new time tracking devices/software. 

 
 

9.        Assist Accounting and HR as requested. 
 
 

10.    Other duties as assigned by HRIS with VP/Controller oversight. 
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ERGONOMIC REQUIREMENTS 
Bending, stooping, standing, lifting up to 50 pounds, seeing, verbal communication, hearing, 50% keyboard 
input, some sitting. 
Must have physical ability to be certified as a lifeguard and swim instructor and to keep certifications 
current.  Lift up to 50 pounds when teaching children and moving pool chemical barrels.  Ability to move 
on pool deck, see the bottom of the pool and listen for signs of distress. Must be physically able to activate 
911 in an emergency and to administer CPR. Must be able to hear distress call in pool atmosphere. 
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