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Class Definition

Under direction performs all levels of the payroll operation of
the Commission involving moderate responsibility, complexity and
variety.  Alternately prepares various payrolls on a weekly or
bi-weekly basis to provide salary payments to different
categories of employees on different pay scales with differing
categories of deductions.

Examples of Important Duties

1). Prepares payroll.  Audits time sheets to check accuracy and
completeness. Updates leave records.  Computes weekly and
biweekly salary (e.g., hours worked times hourly rate, shift
differential, overtime, holiday pay).  Receives time sheets,
personnel action forms and other payroll documents.  

2). Calls Commission units when necessary to obtain additional
information (e.g., proper account numbers, missing data) and
resolve discrepancies. Responds to inquiries from Commission
units and employees regarding status of paychecks, tax
withholding, leave accounts, and other related matters.

3). Sends payroll and control data to Data Processing Unit for
data entry.  Records data in log book by batch number. Adds
batch totals.  Checks accuracy of computer printouts. Makes
corrections to printouts.  Assists with reconciliation of
monthly statements. Corrects records.

 
4). Computes deductions (e.g., taxes, benefits, rent, advance,

loans, buyback, liens); retroactive pay; and information
pertaining to disability pay.  Drafts fringe benefit
vouchers for payment; corrects records; identifies key data,
verifies and tests information.

5). Reviews all hours worked in excess of forty hours per week
to insure compliance with the Fair Labor Standards Act. 
(Compensatory time versus overtime, covered employees versus
exempt employees.)

6). Maintains current and achieved records or data bases for
time sheets, personnel actions, payroll, and other documents
for the section.  

7). Performs special assignments or occasional duties e.g.,
assisting in researching and writing  periodic
administrative reports, maintaining labor distribution,
maintaining vehicle use data base, and assisting with
preparing year end W-2 tax withholding forms.
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Examples of Important Duties (Cont’d)

8). May recommend changes in policies and procedures. May assist in
applying and enforcing tax withholding regulations and Merit
System regulations with regard to payroll matters.

Important Worker Characteristics

A. Considerable knowledge of (1) payroll processing;(2) bookkeeping;
(3) income tax withholding and FICA; (4) Fair Labor Standards Act;
(5) accounting practices (6) applicable automated payroll and
accounting systems; (7)*Commission organization, policies and
procedures; (8)*Merit System Rules and Regulations; (9) automated
and manual office practices; (10) use of various computer software
in maintaining financial records.

B. Skill in operation of (1) micro-computer; (2) calculator; (3) 
microfiche equipment; and (4) check stuffing machine. 

C. Ability to (1) apply principles to solve routine practical
problems; (2) calculate fractions, decimals and percentages; (3)
maintain a high degree of accuracy while performing tasks quickly;
(4) read routine reports and correspondence; (5) write routine
reports and correspondence; (6) use proper spelling, punctuation
and  grammar; (7) speak clearly and communicate effectively; (8)
organize work efficiently; (9) provide courteous service. 

* Developed primarily after employment in this job class.

Minimum Qualifications

1. High School graduation or GED, which included or was supplemented
by courses in accounting, bookkeeping or related subjects; or two
years of progressively responsible accounting technician,
bookkeeping or equivalent experience; and

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

3. An equivalent combination of education and experience.

Working Conditions

Works in office.  Works occasional evenings, weekends and holidays. 
Continuous and intense pressure to meet deadlines and maintain high



level of accuracy and speed. 


