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Cl ass Specification PAYROLL SPECI ALI ST
DEFI NI TI ON:

Under noderate supervision, to maintain payroll controls in accordance with policies and
procedures, associated MU s, Personnel Rules and FLSA Qui del i nes.

EXAMPLES OF ESSSENTI AL JOB FUNCTI ONS - Dependi ng upon area of assignment,
responsibilities and duties may include, but are not linited to, the follow ng:

I nputs payroll time to conmputer terninal.

Ensures payroll actions are in conpliance with related MU s, personnel rules and FLSA
gui del i nes.

Ensures conpliance with nine-plan payroll entry requirenents.
Conpi |l es and types payroll documents and enpl oyee notices as necessary.

Mai nt ai ns contact with the Personnel Records Specialist and Payroll Technician regarding
enpl oyee status changes and/or edit errors.

Conposes, reviews and checks enpl oyee tine sheets, data processing print-outs and ot her
payrol | related docunents or reports for accuracy.

Revi ews and checks holiday and overtinme |listings on payroll sheets.
Answers questions from enpl oyees regardi ng payroll amounts and deducti ons.

Operates a CRT and/or conputer termnal to enter and edit payroll information using a
l'imted nunber of prograns and fornats.

Mai nt ai ns various records regarding distribution of hours to training and ot her
activities.

Mai nt ai ns the departnent Cal - OSHA report.
Files materials into established filing systens.

Perforns other job-related duties as required.

M N MUM REQUI REMENTS:

Experience in: Perfornming journey-level payroll accounting duties in a data processing
envi ronment .

Know edge of: Mbdern of fice equi pment and procedures; conputer terminal operating
nmet hods; busi ness math; payroll accounting procedures.
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Ability to: Remain current on the articles/sections of MU's, Personnel Rules and FLSA
gui delines affecting payroll activities; maintain accurate records and controls; operate
a calculator by touch; operate a conmputer termi nal using word processing and spreadsheet
software; operate a typewiter keyboard with accuracy; prepare and reconcile payrol
reports; meet strict, recurring deadlines; exercise discretion and nmaintain
confidentiality; understand pertinent procedures and functions quickly and apply them

wi t hout inmedi ate supervision; establish and maintain effective relationships with those
contacted in the course of work

Supervi si on Recei ved: Wrks under technical supervision. Wrk in progress and
conpl eted work are revi ewed periodically.

Career Ladder Information: Experience gained in this class nay serve to meet m ni num
requi renents for pronotion to Payroll Technician or a related cl ass.

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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