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Cl ass Specification PAYROLL TECHN Cl AN
DEFI NI TI ON:

Under mininmal supervision, to maintain payroll controls and reconcil e conputer reports
to controls; to research, conpute and input data to resolve payroll problens; and to
prepare reports and process paynments for withhol ding taxes, union dues and rel ated
payrol | purposes.

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

Makes changes in payroll conputer data base, such as terninations, deductions, overtine
and speci al payroll status transactions.

Recei ves all payroll Personnel Action Forns; verifies tine input for new and term nated
enpl oyees; reviews retroactive pay increases and manual |y cal cul ates pay when necessary;
lists activity for bal ancing base rate report.

Cal cul ates and prepares nmanual checks for dismissals, early termnations, inaccurate
base pay, tax levies, direct deposit stops. Prepares forns for voids and rei ssues and

enters into payroll system

Devel ops worksheets, listings and other payroll controls for bal ancing and reconciling
conmputer reports and summaries to control figures.

Prepares affidavits for stop paynment for |ost or stolen payroll checks; places stop
paynent ; reissues check when stop paynent is confirned

Enters void, stop paynent and manual checks into payroll system
Recei ves and forwards to PERS the biweekly report and tape; makes corrections and
adj ustments as required; prepares summary report check request for enployer's

contribution to retirement plan and does journal entry; mails report and checks to PERS

Resear ches past paynent history for enpl oyee PERS buy back and other PERS inquiries
submits to PERS for processing

Bal ances the FLSA report; follows up on any corrections required

Prepares w t hhol di ng tax checks, check requests for enployers contributions and
associated journal entries, subnmitting tinely payment for noneys due

Interacts with Gty enpl oyees, departnent representatives, auditors and retirenent
systemstaff to resolve payroll related problens and answer questions

Anal yzes and applies payroll data, |abor agreenments, rules, regulations and practices to
identify and resolve payroll related questions and probl ens.

Processes earnings wthhol ding orders and paynents.
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Bal ances vol untary deducti ons and uni on dues report and processes paynent of the same
for timely paynent.

Recei ves and processes requests for direct deposit; verifies account nunbers with bank
or financial institution; inputs information into payroll system

Recei ves direct deposit disk; transmits information by nodem and confirns transm ssion
wi th bank.

Prepares wire transfer docunents for Federal and State tax w thhol di ng, deferred
conpensati on wi t hhol di ng, payroll savings bonds withhol ding and ot her wi thhol di ngs as

necessary.

Initiates electronic transm ssion of data and confirns transmssion with other entities
as necessary.

Conmpl etes and types payroll related forns, |istings, checks and reports

Checks and edits conputer reports, analyzes errors, makes corrections and follows-up to
ensure conpl etion of correction

Recei ves copy of bond purchase report; prepares nanual check for purchase amount and
bal ances report.

Recei ves savi ngs bonds; checks against report for accuracy and forwards to enpl oyees

Conpl etes requests for disbursement of flexible conpensation and inputs information into
payrol | system

Processes special requests for contract agreenments; inputs information into payrol
system and/ or prepares special checks.

Recei ves conputer |oan contracts; records in log and inputs into payroll system
bal ances conputer |oan report to records; ensure full paynent is conplete upon
term nation

Bal ances batch totals for event payroll, reviews register, makes corrections and
resol ves technical problenms which arise

Wien payroll checks are printed, obtains signature plates for signing of checks
verifies check nunbers are in sequence; nonitors bursting and signing; returns signature

plates to Coll ections Division

Sorts payroll checks by Department and/or Division; distributes checks in accordance
with Administrative Regul ations.

Recei ves and checks off all time report sunmaries prior to rel ease of checks on pay day.

Operates a personal conputer or terminal to enter and edit payroll information into the
mai nf rane conput er
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Files materials into established filing systens, nodifying system as required
Perforns other job-related duties as required

M N MUM REQUI REMENTS

Experience in: Perforning responsible journey-|evel payroll accounting and reporting
duties involving a large payroll in a data processing environnent.

Know edge of: Mbdern of fice equi pment and procedures; conputer terminal operating

nmet hods; busi ness mat h; advanced record keepi ng net hods; advanced payroll accounting
procedures and reporting; state and federal w thhol ding requirenents; FLSA regul ations
and gui del i nes.

Ability to: Mintain accurate records and controls; operate a cal cul ator by touch
operate a conputer term nal using word processing and spreadsheet software; operate a
typewiter keyboard with accuracy; prepare and reconcile payroll reports; neet strict,
recurring deadlines; research and anal yze payroll records and nake conputations to
resol ve payroll problens; understand pertinent procedures and functions quickly and
apply themwithout inmediate supervision; deal diplomatically in the resolution of

di sputes or errors; exercise discretion and maintain confidentiality; speak clearly and
distinctly; remain current on MU s, personnel rules and state/federal guidelines
affecting the payroll process; detect errors and take initiative to correct; prepare
various reports in an accurate and tinmely nmanner; establish and naintain effective

rel ationships with those contacted in the course of work

Supervi si on Received: Wrks under technical supervision of the Payroll Mnager who
gives instructions and periodically reviews work in progress and conpl et ed work.

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

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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