
 

 

"¿Sabe usted hablar nómina?" – “Do you speak Payroll? 
 
 
Job Description 
 
 
Our Payroll department is expanding and we’re looking for a Payroll Specialist to speak the language of 
payroll: payroll administration, posting to the General Ledger, and timekeeping and hours reporting. 
Because you will process bi-weekly payroll for about 150 nonexempt employees, such as agricultural and 
hourly winery employees, it would be ideal if you not only have a knack for detail, but speak Spanish. In 
fact, being fully bilingual in English and Spanish would be of huge benefit in this role.   
 
If you are a recent graduate or interested in transitioning to the wine industry, this is a great role for you.  
While previous work experience in payroll would shorten the learning curve, we are willing to leverage off 
your bilingual skills and recent work or educational experience in Finance, Accounting, Business, or 
Human Resources and groom you to become a resident expert in hourly payroll processing.  
 
Time equals money: 
 

 Reporting to the Payroll Administrator and as a key member of our Finance and Accounting team, 
you will primarily be responsible for the accurate and timely payroll administration and posting to 
the general ledger for nonexempt payrolls. 

 This role exposes you to all areas of our business and you’ll work closely with many department 
managers in vineyards, bottling, cellar, production, maintenance, warehouse, and administration. 
If you don’t know the wine industry now, that’s okay because you will learn a lot about it as you 
ensure timekeeping and hours reporting results are accurate for department labor costs.  

 Your accounting skills will be flexed as you reconcile payroll liability accounts.  And you will gain 
systems knowledge as you manage data feeds between both of our Human Resources and 
Payroll/Time systems.  

 In short time, you will become even more of an Excel whiz using pivot tables and look-ups and 
other advanced functions. These skills will help you throughout your career. 
 

The Person: 
 
Ideally you are bilingual with some experience in Payroll. Shy of that combination of skills, we assign 
preference to a fully bilingual person who enjoys accounting, finance, or human resources related work 
and would be interested in focusing on payroll related duties. Through work experience or internships, 
you’ve demonstrated an eye for detail. You have keen visual acuity to notice discrepancies.  In addition to 
discovering the why behind discrepancies, you are comfortable with keying in modifications or one-time 
charges such as expense reimbursements. By making employees feel comfortable, you are able to 
discuss sensitive payroll related matters keeping matters in strict confidence. In order to stay abreast of 
state laws, deadlines and time sensitivities, you may attend professional seminars and workshops. And 
while most of our employees work in Hopland, you may occasionally visit some of our other facilities in 
California.  
 
 
 



Desired Skills and Experience: 
 

 Associate or Bachelor Degree from an accredited college preferred and one to three years 
related finance, accounting, or payroll experience or equivalent education/experience 
combination.  Bilingual (English/Spanish) Entry level candidates or recent graduates with 
business degree and concentration or interest in launching a career in Human Resources, 
Accounting, Finance, or related field, encouraged to apply.  

 Experienced candidates must have knowledge of payroll process, administration, and related 
activities.  Prior experience with payroll and timekeeping software a plus.  

 Developed computer skills in Excel, Word, E-mail and Internet applications.  Intermediate Excel 
preferred. 

 Ability to prioritize tasks and manage multiple projects concurrently while meeting established 
deadlines. 

 Typing and 10-key by touch.  Ability to operate office machinery such as computer, telephone, fax 
machine, time clock and related equipment. 

 Valid CA Driver’s License.  This position is based in Hopland, but may require travel to other work 
site locations as needed. 

 
Physical Requirements: 
 
Ability to lift up to 40 lbs. on a frequent basis, carry up to 40 lbs. & push and pull up to 20 lbs. on an 
occasional basis; ability to sit and work at a desk for long periods of time; requires ability to walk and 
stand; reach outward and upward, climb, crawl, squat, kneel, and bend; requires hand and finger dexterity 
for keyboarding and working at computer for extended periods of time.  
 
The company: For over 40 years, we’ve been pioneers in sustainability, continuing our legacy of hard 
work, rebellious thinking, and wines that make a difference. We have developed practices that are 
environmentally friendly, socially responsible, and ultimately sustainable. We strive for the perfect 
relationship between land, climate, and grape, so we can bring wines of remarkable quality and character 
to the table. Our multi-site California winery operation includes 1000 acres of farmed vineyards and 3 
million cases produced annually. Operations include Mendocino County winery, production and vineyard 
locations; Paso Robles winery and Jekel vineyard operation in Greenfield, with combined sales of 
approximately $185 Million and combined employment of 300. 
 
Today, our portfolio of brands includes Fetzer, Anthony’s Hill, Bonterra, Pacific Bay, Jekel, 1,000 Stories, 
Sanctuary, Vina Maipo and more.  
 
The schedule: 
 
There is an opportunity to work a variable schedule of four 8.5 hour days and one six hour day.  
 
The location:  
 
Our corporate office is located at 12901 Old River Rd Hopland, CA 95449.  Hopland is a small town of 
less than 800 people located at the start of the Redwoods of Northern California. It is about a two hour 
drive, along scenic U.S. Route 101, north of San Francisco. 
 
If you are interested in a gaining a broad view of the wine industry through working on payroll related 
activities, then we should talk. 
 
To apply: Tell us about your passion for the wine industry and send your resume to: 
http://FetzerVineyards.appone.com.  Requires successful completion of criminal background, DMV check 
and drug screen. AA/EOE/M/F/D/V 
 
You will be required to submit verification of your citizenship or legal right to work in the United States at 
the time of an offer of employment.  

http://fetzervineyards.appone.com/

