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PAYROLL COORDINATOR    ROSEVILLE, CA

About us
FLINT focuses on the design-build and design-assist delivery 
methods, producing the highest quality of projects and 
yielding the greatest value to our clients. Our employees 
and industry partners are truly some of the best people you 
will ever work with. FLINT is built on values, ethics, quality 
design, and exceptional construction. Our “master builder” 
approach to design and construction is the hallmark of 
our firm. FLINT is honored to be selected as the General 
Contractor of the Year by the Associated Subcontractors 
Alliance of Sacramento for five consecutive years.

One of the key attributes to the success of FLINT is the 
employment and retention of highly talented individuals. 
From this, FLINT has established itself as one of the 
preeminent Design-Builders in the western region. Our 
relationships and experiences have shaped our purpose: 
to create an extraordinary building experience through 
collaboration with passionate professionals.

Who we are seeking
» FLINT is seeking a Payroll Coordinator who will be based

in our Roseville office to help with payroll operations
company wide.

» The right candidate is trustworthy, a collaborative team
member, and a super-communicator, both internally and
externally.

Responsibilities
» Process weekly payroll for hourly employees and

biweekly payroll for salaried employees.

» Manage new hire onboarding, including payroll
system setup, benefits enrollment, and compliance
documentation.

» Ensure payroll accuracy and compliance with California
state and federal labor laws.

» Process and manage payroll for union employees,
handling deductions and benefits contributions.

» Maintain employee payroll records, including tax forms,
direct deposits, and deductions.

» Reconcile payroll data and address discrepancies to 
maintain accurate records.

» Handle payroll-related tasks such as garnishments, wage 
verifications, and year-end reporting.

» Maintain knowledge of wage and hour regulations, 
particularly as they pertain to California and union 
environments.

» Respond to employee payroll inquiries and resolve 
issues promptly.

» Utilize Vista Viewpoint software for payroll processing 
and reporting.

Essential Job Functions:
» Payroll Processing (55%)

» Payroll Records & Audits (10%)

» New Hire Onboarding (35%)

Desired Education/Experience/Skills
» 2-4 years of payroll experience, preferably in California.

» Strong knowledge of federal, state, and local payroll
regulations.

» Experience with Vista Viewpoint software is highly
preferred.

» Union payroll processing experience is a strong plus.

» Excellent attention to detail, problem-solving, and
organizational skills.

» Ability to manage sensitive information with
confidentiality.

» Proficient in Microsoft Excel and other office software.

If this sounds like you, please contact Kelly Pippin at kpippin@
FLINTbuilders.com.

FLINT is an equal opportunity employer.

COMPENSATION AND BENEFITS
» Compensation:

Payroll Coordinator: $24 to $37 per hour based
on experience

» Comprehensive medical, dental and vision
coverage

» 401k with a company match

» 29 days of PTO

» Annual bonuses based off company success

» Recruiting bonuses

» Personal use of FLINT Sprinter Van

» Anniversary travel program with extra time off
and a stipend for 5, 10, 15, 20...years of service

» Monthly company events (Ski day, family
camping, pro sporting events, golf, cornhole
tournament, Friendsgiving, etc.)

» Annual Christmas party with hotel (Past years:
South Tahoe, Kimpton Sawyer Sacramento,
Incline Village, Sutter Club, Squaw Creek, etc.)

» Company credit card

» $100 phone allowance per month

» Opportunity for a hybrid (in-office/remote)
schedule

SCAN FOR 
FLINT FUN!
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