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Our growing company is looking for a processing manager. Thank you in advance
for taking a look at the list of responsibilities and qualifications. We look forward

to reviewing your resume.

Responsibilities for processing manager

e Develop and maintain a good working rapport with OR Personnel

e Responsible for coordination and integration of production requirements to
meet the OR schedules (both scheduled and non-scheduled)

e Make recommendations or decisions concerning department, production or
department processes that will result in process improvements or operational
enhancements while maintaining established quality standards

e Responsible for hiring, discipline, and termination of workforce

e Train and coach members of management team to develop personnel

» Manage staff, to ensure complete and accurate payroll processing

e Prepare and review complex work state analysis and calculate work state
changes as needed

e Extract data from the payroll system for auditing, legal, statutory and
financial purposes

e Manage / audit all Payroll GL adjustment entries

o Work with HRIS to test technical processes to help improve payroll processes,
and ensure all functions are working properly and accurately

Qualifications for processing manager

e RN or BS degree in health related field, PhD/PharmD or other related
scientific degree/qualification

 Ability to make decisions and plans based on the vision, direction and long-
term strateqgy of the organization, experience in implementing strategies and



Ability to research, recommend and implement process
improvements/enhancements to increase efficiencies within the department
Effectively prepares and presents topics of the workgroup (meetings, training
sessions)

Ability to effectively manage a large team that is customer service and
productivity oriented

Able to work extended hours as required meeting the demands of the
organization



