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        Classification Description

PAYROLL SYSTEMS COORDINATOR
Department:
Budget and Finance






FLSA: Non-Exempt
Job Class #:  
156300







Represented: No
Pay Range:
0K07
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION
This is highly technical auditing and supervisory work for Pierce County Budget and Finance Department.  An employee in this classification is responsible for coordinating all County departments' payroll input, accurate payroll output of payroll warrants, expenditures, tax reporting, as well as assuring compliance with regulations and internal policies governing payroll administration.  Work directly affects all County departments and other local agencies, as it applies to the accuracy of pay warrants, personnel records and payroll deductions.  Work involves supervising, coordinating, and overseeing the work of subordinate staff; responding to a variety of problems, questions, and situations in conformance with established criteria, i.e., defining detailed requirements for new situations or maintaining files in compliance with record retention guidelines; and giving guidance and assistance to employees in a professional or administrative field.  Incumbents perform various job functions involving different and unrelated processes and methods; making decisions regarding what needs to be done may require selecting a course of action from several alternatives; interpreting considerable data, or refining the methods and techniques to be used; and analyzing and refining computer input and printouts, interpreting Federal, State, and County guidelines in the form of laws, regulations, and codes.  The work requires considerable use of independent judgment and decision making.  Work is performed under the general direction of an administrative supervisor who reviews the work through conferences, reports, and results achieved.
ESSENTIAL FUNCTIONS
Coordinates payroll input from County departments assuring compliance with County Code, Budget, Personnel, and Union authorizations.

Assures timely and accurate payroll output of payroll warrants, expenditures, tax reporting, and third party reporting.

Supervises subordinate staff assigned to the payroll department.

Analyzes computer output by verifying accuracy of data and program effects.

Prepares payroll according to the Budgeting Accounting Reporting System (BARS) and budget appropriations.

Maintains integrity of files in compliance with RCW Record Retention requirements.

Assists County personnel by defining detail requirements in order to obtain desired system output for various old and new situations, i.e., coding, benefits, etc.

Prepares procedural documentation for internal and external use.

Updates and maintains computerized systems, i.e., employee master, labor distribution, budget position, retirement, and miscellaneous table files.

Develops, implements or revises new or existing payroll system policies, procedures, and/or processes.

OTHER JOB FUNCTIONS

Performs other related job functions as required.

KNOWLEDGE, SKILLS AND ABILITIES
Extensive knowledge of payroll preparation utilizing large electronic data processing software payroll packages.

Thorough knowledge of payroll reporting requirements and relevant laws, regulations, policies, and procedures.

Considerable knowledge of the methods and practices of payroll preparation, calculation and control.

Considerable knowledge of budget appropriation and expenditure requirements.

Considerable knowledge of the Budgeting Accounting Reporting System (BARS).

Knowledge of the principles, practices, and methodologies of electronic data processing, i.e. LOTUS, EXCEL, FOCUS, WordPerfect.

Knowledge of supervisory principles, practices and office administration.

Ability to audit and monitor computer printout reports.

Ability to maintain confidentiality of payroll and personnel records.

Ability to meet time-lines and work long hours during peak reporting periods.

Ability to plan, supervise, direct, train, coordinate, and evaluate the work of subordinate staff.

Ability to understand and execute complex oral or written instructions and to apply available guidelines to widely varied situations.

Ability to express ideas and convey information effectively.

Ability to maintain confidential records and data according to RCW Records Retention requirements.

Ability to establish and maintain effective working relationships as necessitated by the work of the position.

Ability to physically perform the essential job functions.

Ability to meet the travel requirements of the position.

RECRUITING REQUIREMENTS
Five or more years of progressive responsible bookkeeping, accounting, payroll, data processing, or other related work experience and at least one or more years experience in a supervisory/lead capacity.  Additional related experience and education may substitute for the recruiting requirements. 
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