Payroll Coordinator

Department Auditor/Treasurer
Classification Grade 15

Reports to Finance Manager
County Auditor/Treasurer
Unit Non-Union

Supervises N/A
FLSA Status Non-exempt

Position Description

Perform professional and confidential payroll management responsibilities to process timely,
accurate biweekly payroll in compliance with personnel policy and practices, union contracts
and federal, state laws and regulations. Responsible for preparing and submitting regulated
payroll reporting. Administer the County’s Human Resources Information System (HRIS) in
collaboration with Human Resources.

Essential Duties and Responsibilities

e Responsible for the bi-weekly county-wide payroll including maintaining the payroll master
files; verify status changes; calculate retro pay changes, garnishments; prepare bi-weekly,
quarterly and annual compliance reporting; conduct payroll audits; communicate
interpretation of policy and procedures, collective bargaining agreements, administrative
records, and files.

e Administer the HRIS, including system design, payroll, time reporting, and benefits.

e Serve as a resource to departments. Respond to questions from employees and
management regarding payroll processing, calculations, completion of timesheets and other
related areas, pursuant to County Personnel Policy and labor agreements, labor laws.

e Prepare confidential labor relations payroll information for management in preparation for
labor negotiations, including participating in labor proposals.

e Responsible for compliance reporting including federal and state taxes, audits, annual
financial reports and other areas required by federal or state law and regulations, annual
workers’ compensation wages.

e Collect and complete requests for data and surveys; conduct research; review and
implement new laws or updates.

e Manage the payroll records retention.

e Provide and assist with training communications, materials, resources and presentations.

e Assist in the absence of the Finance Manager. Assist the County Auditor/Treasurer and
Chief Deputy Auditor with all facets of election preparation and management, as needed.

e Assist with special projects, as needed.

Qualifications and Knowledge, Skills and Abilities
Minimum Qualifications
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Bachelor’s Degree in Accounting, Finance, Human Resources or related field and 3-years
work experience directly in payroll, human resources, accounting or finance position of
similar nature and scope of responsibility;

Or equivalent combination of the above education and/or work experience.

U.S. Citizen.

Successful completion of a criminal background check.

Successfully pass a pre-placement screen, contingent upon a job offer.

Knowledge, Skills and Abilities
Knowledge

Office procedures and practices.

Principles and practices of payroll and human resources administration.

Federal, state and county payroll and human resources laws, regulations, policies and
practices.

Skills

Microsoft Office suite.

Time management, under strict timelines and administrative requirements.
English grammar, punctuation and vocabulary.

Customer service.

Establish and maintain effective working relationships.

Mathematical and numerical reasoning skills.

Advanced computer skills.

Effective communication, verbally, in writing and presentation.

Abilities

Attend trainings/meetings, on an as needed basis, via a reliable means of transportation.
Maintain strict confidentiality.

Organize work effectively and handle a wide variety of duties; provide attention to detail.
Work independently and make appropriate decisions in a prompt and efficient manner.
Prioritize workload and meet multiple deadlines; multi-task; be flexible with work demands.
Work in a changing environment.

Establish and maintain effective working relationships.

Preferred Qualifications

Work experience processing public sector payroll.

Work experience with payroll within an HRIS, specifically UKG.

Work experience in a union environment as either a payroll/HR representative or union
representative.

Physical Requirements
See Functional Job Analysis

Note (Management Right)

The above position description is intended to represent only the key areas of responsibilities;
specific position assignments will vary depending on the business needs of the department.
Regular attendance on the job and the performance of other duties as assigned are required.
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The County retains the discretion to add or change the contents of this position description at
any time.

Revision date 11/17/2025
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