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Cl ass Definition

Under direction, supervises the payroll operations of the Conm ssion,
i ncl udi ng accounting work involving consi derable responsibility,
conplexity and variety. Prepares separate payrolls on a weekly or

bi -weekly basis to provide salary paynents to different categories of
enpl oyees on different pay scales and differing categories of
deductions. Personally performs the nost difficult and conpl ex
payrol |l assignnments. This position is the senior operational payrol
resource for the Comm ssion with respect to processing of payroll.

Exampl es of I nportant Duties

1. Supervi ses the Payroll Section. Plans, schedul es and assigns
wor k. Eval uates work and counsels staff on ways to inprove
performance. Selects and trains staff. Initiates disciplinary
action. Approves tinme cards and | eave requests.

2. Pl ans and i npl enents work program Defines goals and objectives
for the Payroll Section with Accountant I1l. Sets standards.
Reconmmends changes in policies and procedures. Applies and
enforces tax w thhol ding regulations and Merit System
regulations with regard to payroll matters. Coordi nates work
wi th ot her Comm ssion units.

3. In preparing payroll: receives tinme sheets, personnel action
forms and ot her payroll docunments. Audits tinme sheets to check
accuracy and conpl eteness and updates | eave records. Receives
personnel action forms to update records of enployee status
(e.g., work hours, job class, pay grade, pay rate); computes
weekly and bi-weekly salary (e.g., hours worked times hourly
rate, shift differential, overtinme, holiday pay). Conputes
deductions (e.g., taxes, benefits, rent, advance buyback,
liens). Calls Comm ssion units to obtain additional information
(e.g., proper account nunbers, m ssing data), and resolves
di screpanci es; sends payroll data to processing unit for data
entry: checks accuracy of conputer printouts; nakes corrections
to printouts; drafts fringe benefit vouchers for paynent;
corrects records; identifies key data, verifies and tests
I nformati on.

4. I rpl ements payroll portions of the FOP contract. Determ nes
whi ch Park Police Division enployees cone under applicable
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Exanpl es of Inportant Duties (Continued)

sections of contract with respect to FICA, |eave, group
i nsurance, uniforns all owances, etc.

5. Adm ni sters and supervi ses | eave banks for Conm ssi on enpl oyees
and Park Police Division enployees. Mnitors and verifies |eave

bal ances for enpl oyees using the | eave banks. Makes | eave
adj ust ments for nmenber enployees and the | eave banks.

6. Supervi ses the Comm ssion's direct deposit program assuring al

data is tinely transmtted. Coordinates with participating
enpl oyees, participating banks and cl eari nghouse personnel .

7. Assures quality control in the updating of daily | eave

recordi ng. Supervises conmputer operation to assure accuracy and

ti nmeliness.

8. Reviews all hours worked in excess of forty hours per week to
i nsure conpliance with the Fair Labor Standards Act.
(Conpensatory time vs. overtinme, covered enpl oyees vs exenpt

enpl oyees.)

9. Responds to inquiries from Comm ssion units and enpl oyees
regardi ng status of paychecks, tax w thhol ding, |eave accounts,
Merit System regul ations and other matters related to payroll.

10. Miintains records of tinme sheets, personnel actions, payroll,
and other docunents for the section. Wites periodic
adm ni strative reports.

11. Investigates significance of changes in Merit System Rul es and

Regul ati ons and pertinent federal |egislation as related to the

payrol|l system and applies to the payroll process.

| nportant Worker Characteristics

A. Consi der abl e know edge of (1) accounting principles; (2)
Comm ssi on organi zation*; (3) Conmm ssion policies and
procedures*; (4) equal enploynent opportunity; (5) incone tax
wi t hhol di ng and FICA; (6) Merit System Rul es and Regul ati ons*;
(7) Fair Labor Standards Act; (8) applicable automated
accounting systenms; (9) bank clearinghouse operations; (10)
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| nportant Worker Characteristics (Continued)

office practices; (11) payroll processing; (12) supervision.
* Devel oped primarily after enploynent in this job class.

B. Skill in operation of (1) calculator; (2) basic conputer
operations; (3) mcrofilmequipnment.

C. Consi derable ability to (1) apply principles to solve practical
probl ens; (2) calculate fractions, decinmals and percentages; (3)
read and understand routine reports and correspondence; (4)
write routine reports and correspondence; (5) use proper
spel ling, punctuation and granmar; (6) speak clearly and
communi cate effectively; (7) organize work efficiently; (8)
provi de courteous service.

M ni rum Qualifications

1. Hi gh School graduation or GED, which included or was
suppl ement ed by courses in accounting, bookkeeping or related
subj ects; or two years of progressively responsible accounting
or bookkeepi ng experience; and

2. Five years of progressively responsible and varied payroll
experience; or

3. An equi val ent conbi nati on of education and experience.

Wor ki ng _Condi ti ons

Works in office. Wrks occasional evenings, weekends and holidays.
Continuous and intense pressure to neet deadlines.



