
DEFINITION: 

TEHAMA COUNTY DEPARTMENT OF EDUCATION 
JOB DESCRIPTION 

PAYROLL SPECIALIST (CONFIDENTIAL) 

omeiQJ-:n {)( 
E!fecliv~~-ti;#j/ 

Under supervision o l 1he ASsist-ant 5uperlnlenclent-Business se·rvic;es, 1his positio-n will perform a 
variety of tec;:hnic.ol payroll duties in the preparation and proc-es~ing of County Office end sch.ool 
district payrolls to ossure accura te and timely delivery of employee paychecks-

ESSENTIAL DU11E5 AN131 JOB FUNCTIONS: 
• Produc~, proce.ss, maintain and assure accuracy and compfion¢e with lows anGl regulations 

of o·variety of employee payroll tntom1aNon, transactions. forms, records and reports. 
• Receive. r,evtew. verify and pr0cess vo.nous payroll records and documents. 
• Supervise processing and ouditin9 c;Ji dis1ric;l payrolls by accountiAg technicians. 
• Receive_ process and audit employee time carGls and related intormatton: .verify proper 

authorizing signatures and calculations: input and adjust lime card informoNon inGiuding 
deductions into an assigned computer system; identify an·d resolve errers and d iscrepandes. 

• Establish and maintain de laifed oulomoted permanent records regarding personnel: process, 
input and v pdote a variety of data including pay roles, deduclions, benefits. contribu tions. 
tax status. position changes., leave, benefits. garnishments. G:ontrCicts and o ther employee 
fnformo lion. 

• Compile and verify a YOriety of empl0yee and payroll dolo and intormotlon; produce, process 
and evaluate a variety o·f poyroll·reloted forms on<!j opptrcolions: cplculote. code, prepare 
and revise hours, pay rates. taxes. leave, stipends. k)(lgevity. retirement and o ther payroll data 
and odjusirnen Is, 

• Provide dolo and statistical reports. used to .develop management positions with respect lo 
employer,employee relations. 

• Balance. recondle and submi1 payrolls for check processing; compare. audit end reconcile 
ppyroll reports, pre-lf~!s and printouts with limesheets and payroll records to assur-e oecurocy: 
review and oudi t payroll data. records and rep oris for acc uracy: make approprTote 
corrections and adjustments. 

• S.er¥e as o techf1ical rt;>source to County Olfice personnel, school d istricts and o thers 
concernTn·g assigned p0yroll functions and sel up: respond to inquiries and provide technical 
lnfom,olian concerning ber1.efits, transactions-. salaries. deductions. leave. rec0rds. lows. 
regulations. pofrcies and procedures. 

• Prepare and maintain a vorle ly ol r.eco.rds and repor·ts rei<;Jted te payroll. employee 
fnformolion. time. sheets, benefits. salarif?s, leav.e, taxes. deductions, poymeniLand assigned 
duties; prepare and develop ·spreadsheets: establish o11d rnolntoTn filing systems. 

• Monitor, evaluate and adjust data ah(j informollon r.ela ted to emP.Ioyee leave, be.nems and 
taxes; calculate and verify s.olory. tax and other payroll adjustments; resolve payroll ond 
benefi t discrepancies as needed. 

• Communieate with·County Office per:sonnel, school distric ts and various out.side agencies Ia 
exchange informa tion and resolVe issues or concerns. 

• Process and .prepare insurance billings f<i>r pay men l as assigned; coltecl ernJ')Ioyee and r~tiree 
payments; arrange tor and roilow up bn rela ted billingS: reconcile insurance billings and audit 
for oc<;;wracy; process and distribute payr.oll and vendor checks as required. 

• Assist in assuring assigned p<;~yroll an.d accounting functions :co'mp'ly with established 
standards, guidelineS:. requiremeilts, lows, re.guloflons, policies and procedures. 

• Operate a variety of office equipment iAoluding a cotcula tor •. copier, fax machine, computer 
and assignee.sollwore. 
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• Compose, distribute and respond loa voriety of correspondence; duplic.o te; distribute, collect 
and reques1 materials as needed, 

• Process new hires and terminations as oppr.oprlole; process o Variety of speci(lf payroll 
tronsoc1iom sucn os accounts payable deductions. retroactive P<lly, gomishments. 
over.paymenls, underpayments. overtime, la te time c<:~rd.s, linol checks, dues, benefll audits 
oncl reimbursements. 

• Develop Qnd maintain payroll calendars, salary and benefit loble.s as assigned. 
Perform related duties as assigned. 

• Drive occasionally for deportment pusiness (oP.1ionol). 

EDUCATION AND EXPERlENCE: 
Any connt)inalion equivalent ro: 
• Completion of the t211• grade supplemented by four (4) years increasing responsible 

accounting supporl '('IOrk; or 
• A! leost two (2) ye.ors· experience al I he ,O,ccoun11ng r e'chnician l tevel and an AA Degree in 

a related field, preferably acc.ounting. 
• Relaled college education beyond on AA Degree may be subsiituted for experience on o 

year kn year be.sis. Accounting support experience beyond lhe requirement may also be 
substituted on a year to~ year basis for wp to two 121 years of education. 

KNOWLEDGE OF: 

• Main lain curren l l<flow1edge of taws, codes. rules. regulations and pending le_gislo ture related 
to payroll funG.tions. 

• Principle~ and techniques involved in p(lyrall preporolio·n and processing. 
Methods. proc.edures and terminology use·d In technical payroll work and rep.orting. 

• Financial and statistical record-k"leping techniques. 
• Preparation oi financial ~tatemenls and comorehensive accounting reports, incti,Jding 

providing lnformafton 1o monagemenl will'l respect to employer-employee relations. 
• Tax withholaing, voluntary deduclions and employee bereNls. 
• Verification and processing of payroll rec0rds and r~porls. 
• Data control proeedures and d.oto eAiry operations. 
• Payroll policies and proc.edwes. 
• Modern office prGc;ITces. proGedures and equipment. 
• Computer opptic0tions related lp the work indu.dlng: word pras::essing, do.tobose, 

spreadsheet software, and web..l:Josed programs. 
• Oral and wrillen comrnunlco1fon skills. 
• Interpersonal sl:.ills includin.g krct • .patience·ond courtesy. 
• Arithmetic comp-utations. 

MILIIY ro: 
• Maintain conlidenliolity. 
• Perform a variety of technical payroll duties In the preparation and processing of County 

Office and school district payrolls to 9ssure Hmely and accurate delivery of empl0ye~ 
paychecks. 

• Moinlain aewrole llnanciol end statistical records. 
• Prepare and eveluate comprehensive payroll reports and statements. 
• Monit0r, audil. adjust and reconcne payroll and b~neiHs ·doto. 
• Review. process, ev9fuote and verify a variety of financial inlormotioA, 
• Identify, inves.fig,ote and resolve financial errors and discrepQnCies. 
• Se!V'e tis o technical resource concerning payroll functions. 
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P'rocess employee lime informalibn and relo led documenls fm payroll processing . 
Type or input data at an a.ceeptable role of speed . 
Compore numbers c:md detect errors effidently . 
Learn, inlerprel, apply and explain lows. codes, rules. regulations. paflcies and procedures . 
Operate slandord office equipment including o compu1er end assigned software . 
Communicate etlec tively bolh orally !)nd in wriling . 
Es tablish and maintoin coopemlive and effective worl<ing relationships with others· . 
Meet'Schedules.ond time fines • 
Perform ori.thmelfc calculations quickly and accurately . 
Main loin confidenliofiiY of sensitive and priVfleged information, 

PHYSICAL DEMANDS: 
The physjce~l requiremenls indicated below ore examples ollhe physical aspects lhot this position 
classification must perform in c.arrying o.ut e.ssential job funclions. 
• Persons performing serVIce in this position clossificelioA will exerl lO lo 20 pounds ot Ioree 

frequently fo tnt. corry. push', pull. or otherwise move objects. This type of W<;>rk involves siffing 
most of the time, but may involve walking or standing tor brief periods. 

• Perceiving the nature o! sound, near and lor visual ocuily, depth perception, providing oral 
In/ormation, the manual dexterity to operate buSiness related equipment. and handle and 
work with various materials and objeds ore lmport.ant aspects of I his job. 

Reosoooble acc_pmmodolion may be mode to ehoble a f'Jerson with o disability io perform the 
essential fundlons of I he jot;>. · 

I ERMS. OF EMPI OYMENT: 
Salary and work year to be established by County Superintendenl. 

HRS Office Use Onl)( 

Creoted: __ .:.:N"'o"-v"'e"-m"'b"'e"-r _,_19-'-' .. ..,2,_,0,0,8 ___ _ Revised.: _ _ ~M!l.O&rC!..h~2~9~2.QO,t_lu9~-----

APPROVED 

Print Nome:-':'"""""1-P""'"-'-""'-------ntle: Executive Director, Human Resource Services 

Dote: 
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