
 
 
 
 
 
 
 
 
 

SEFNCO Communications is currently recruiting for a Payroll and Benefits Assistant in Puyallup, WA! 
 
Operating from multiple locations, SEFNCO Communications has the ability to provide single source engineering, 

construction, and management solutions that meet the growing needs of phone, broadband, cable and cellular 

companies throughout the Western United States. Our expertise has positioned us to support local, State, and Federal 

agencies, including military installations. It is the same fundamentals that founded the company that drive the company 

today. SEFNCO Communications is committed to providing the highest level of quality service to our customers and the 

communities we live in. 

Summary: 

Under minimal supervision, the Payroll and Benefits Assistant assists the Payroll and Benefits Specialist with the processing 

of payroll and other miscellaneous payroll, payroll tax and administrative duties. This position will apply knowledge in 

payroll, with discretion and independent judgment, relative to calculating earnings, withholdings and deductions where 

state and federal law is involved. This position assists with benefit administration and invoice reconciliation.  

Key Duties and Responsibilities:  

 Assist with the processing of bi-weekly payroll for over 500 employees. 

 Enter data for payroll & maintain filing. 

 Process prevailing wage hours and documents certified payroll as needed. 

 Process personnel actions such as, change of status, employee merit increases, title changes, transfers, etc. 

 Receive legal documents requiring earning withholdings and garnishments from outside agencies and process 
based on federal and state law. 

 Complete all verifications of employment based on company policy. 

 Assist with payroll inquiries, research, discrepancies, and adjustments. 

 Assist employees with self-service portal set up and inquiries. 

 Process manual checks and/or termination checks. 

 Process COBRA enrollees. 

 Review eligibility dates for all employee benefits. 

 Coordinate with applicable government agencies for proper tax filing and updates.  

 Interact with various managers, departments, and field personnel in order to ensure the timely collection of 
payroll data and distribution of checks and reports. 

 

Secondary Duties: 

 Maintain employee files 

 Reconcile monthly insurance invoicing. 

 Assist with benefit enrollments and inquiries. 

 Assist with 401(k) plan administration. 

 Prepare, maintain and create payroll reports as needed. 

 Assist with FMLA administration. 

 Continuous review of payroll processes and procedures  



 

Desired Knowledge, Skills, and Abilities:   

 Valid US Drivers license 

 3-5+ years payroll experience (construction experience preferred) 

 Multi-state payroll experience is preferred.  

 Advanced knowledge of ADP payroll processes, HRIS systems including Workforce Now and Time & Attendance modules 

 Prevailing Wage and reporting experience preferred 

 Demonstrate and maintain a positive customer service focus to both internal and external customers. 

 Proven strong analytic / problem solving skills 

 Ability to work on multiple projects at once 

 Highly organized person and can show planning and processes to support daily work 

 Proficient with Microsoft Office products (with emphasis on Excel) 

 Excellent verbal, written, phone, and interpersonal skills 

 Ability to work in a fast paced high volume work environment 

 Dependable, flexibility to work weekends and holidays, as needed 

 Work independently under minimal supervision 

 Must be able to sit for prolonged periods of time in front of a computer.  Must be able to perform physical activities (lifting 
equipment up to 25lbs unassisted, bending, standing, climbing, or walking)  

Benefits: 
 

 Competitive wage 

 Medical 

 Prescription 

 Vision 

 Dental 

 401(k) 

 Paid Time Off (PTO) 

 Holidays 

 Life Insurance/AD&D 
 

Interested and qualified candidates: Please send your resume to careers@sefnco.com RE: Payroll_CORP 

Pre-employment drug screen and criminal background check required.  

SEFNCO participates in E-Verify and E-Screen. 

 
SEFNCO is an Equal Opportunity Employer 

 


