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TEHAMA COUNTY DEPARTMENT OF EDUCATION
JOB DESCRIPTION
PAYROLL SPECIALIST (CONFIDENTIAL)

DEFINITION:

Under supervision of the Assistant Superintendeni-Business Services, 1nis position will perforrm o
variety of fechnical payroll duties in the oreparation aond processing of County Office and schoal
district payrolls to assure accurate and limely delivery of employee paychecks.

ESSENTIAL DUTIES AND JOB FUNCTIONS:

= Produce, process, maintain and assure occuracy and compliance with laws and regulations
of o variety of emplayee payroll information. tfransactions, forms, records and reports.

=  Receive review. verfy and process various payroll records ond documenis,

= Supervise processing and auditing of distric! poyrolls by accounting technicians.

»  Receive, process ond audit employee fime cards and relaled information; verfy proper
authorizing signatures and caolculations; input and adjust lime card information including
deductions infa an assigned computer system: identify and resalve erors and discrepancies.

= FEsfablish and maointoin detailed automated pemmanent records regarding personnel; proceass,
input and update a varety of dota including pay rales, deductions, benefits, contributions,
tox stotus, position changes, leave. benelils, gamishments, contracts and ofher employee
informalion,

=  Compile ond verify a varety of employee and payroll dalo and informaticn; produce, process
and evaluate a varlety of payroll-related forms and applicalions: calculate, code, prepare
and riavise haurs, pay rafes, faxkes, leave, stipends, longeyvity, retirement and other payrall gata
and adjustments,

»  Provide daoto and siafistical reports bsed fo develop manaogement pasitions with respecl to
employer-employes relations.

= Balance, reconcile and submit payralls for check processing; compare, audit and recencile
payroll reports, pre-lists and printouts with limesheets and payrell records to assure accuracy,
review and oudit poyroll dota, records ond reports for occuracy; make apprepriate
corections and adjustments.

« Zgrve as o technical resource to County Oifice personnel, school districts and afhers
concerning assigned payroll funclions and s&l up; respond fa inguiries and provide technical
infermation conceming benefits, lransactions, salares, deductions. leave. records, laws,
regulations, policies and proceduras.

« Prepare and maintain a vardely of records and reports related to payroll, employee
informatian, time sheels, benefils, salores, leave, taxes, deductions, paymenls and assigned
duties; prepare and develop spreadsheests; establish and maintain filing systems.

*  Maonitor, evalugte and adjust dota and information related to employee leave, benefits and
toxes: calculote and verfy salary, tax ond other payrall adjustments; resalve payroll and
benefit discrepancies as nesded.

=  Communicate with County Office persannel, school districts and various outside agencies 1o
exchange information and resolve issues or concems.

= Process ond prepare insurance billings for payment as assigned; collect employee and refiree
payments: arrange for and follow up on related hilings; reconcile insurance billings and audit
for accuracy; process and dislribute payroll and vendor checks as reguired.

#  Assist in assuring assigned payroll and accounlting functions comply with establshed
standards, guidelines, reguirements, laws, regulations, policies ond procedures.

=  Operale avariety of office equipment including a colculatar, copier, fax machine, computer
and assigned soltware.
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«  Compose, distibute and respond o a variety of comespondence; duplicate, distrioute, collec!
and reguest materials as needed.

» Process new hires and terminafions as approprole: process a varety of special payroll
trarsoctions such as accounts payoble deductlions relrecactive  pay, gomishments,
overpayments, underpoyments, overtime, late time cards, linal checks, dues, benefil audits
and reimbursements,

*  Develop and mainiain payroll colendars, salary ond benefit lables as assigned,

*  Perform related dufies as assigned.

* Drive occasionally for department business (oplional),

EDUCATION AND EXPERIEMCE,

Ary combinalion equivaleni 1o;

=  Completion of the 12" grode supplemented by four (4) years increasing responsible
occounting support work: or

= Afleost two [2) years' experience al the Accounting Technician | level and an AA Degree in
a related field, preferably accounting.

=  Relaled college education beyend an AA Degree may be subsiiluted for experience on g
year for year basis. Accounling support experience beyond the requirement may also be
substituted on a year for yeaor basis for up o two (2] years of education.

ENOWLEDGE OF;

= Maintain curren! knowledge of lows, codes, rules, regulatians and pending legislature related
to payroll fJunclions.

= Principles and technigues involved in payroll  preparation  and  processing,
Methods, procedures and terminology used in technical payroll work and reporting.

* Financial and statisfical record-keeping technigues.

« Prepaoration of financial statemenls and comorehensive accounting reperts, incluging
praviding information to managerment with respect to employer-employee relations.

= Tax withholding, voluntary deductions and employee benefits.

= Verificotion and processing of payroll records and reporls.

= Dota confrel procedures and data entry operations.

* Payroll policies and precedures.

*  Modem office practices, procaedures and eqguipment,

* CompuJter applications related 1o the work including: word processing, database,
spreadshee solfware, and web-based programs.

= Oral and wrillen communication skills.

= |nterpersanal skills including tact, patience and courtesy.

= Anthmetic compulations.

ABILITY 1O

= Maintain confidentiality,

=  Perform a variely of technical payroll dufies in the preparation and processing of County
Office and school district payrolls fo assure limely ond accurate delivery of employee
paychecks.

= Mainlain accurale finaoncial and statistical records.

*  Prepare aond evaluale comprahensive payroll repeorts and statements,

«  Monitor, gudit, adjust and reconcile poyroll and benefits datg,

»  Review, process, eveluare and verify a variety of financial infarmation,

= ldentity, investigate and resalve financial erors and discrepancies.

=  Serve as a technical resource conceming payrall functions.
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*  Process employee time information and relaled documents for payroll crocessing.

= Type orinpul dotfa at an acceptable rate of speed.

=  Compare numbers and detect ermars efficientiy.

* Learn, inlerpret, apply and explain laws, codes, rules. regulations, policies and procedures,
=  QOperate standard office equipment including a computer and assigned software.

=  Communicate effectively both orally and in writing,

«  Fstoblish and mointain cooperalive and effective working relafionships with others.

= peet schedules and time lines,

= Perform arithmetic calculations guickly and accurately.

= Maintain confidentiality of sensitive and privileged infermation;

PHYSICAL DEMANDS:

The physical requirements indicated below are examples of the physical aspects that this position

classification must perform in carmying out essential job functions.

*  Persons perfarming service In this posifion classification will exert 10 to 20 pounds of force
frequently to ift, carry, push. pull, or otherwise move obkjects. This type of work invalves sitfing
maost of the time, but may invalve waolking or standing for brief pefods.

®  Perceiving the noture of sound, near and far visual acuity, depth perception, providing oral
information, the manual dexterity to operate business relaled equipment, and handle and
work with various materials and objects are important aspects of this job.

Reasonable accommodalion may be made to enable a person with a disability to perform the
essenfial functions of the job.

[ERMS OF EMPLOYMENT:
Salary and work year to be established by County Superintendent.
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