SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Payroll Accountant (Continued)

San Bernardino Community College District

Payroll Accountant

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, performs a variety of technical payroll accounting duties to assure all categories of employees are paid in an accurate and timely manner; receives, reviews, verifies, and processes various payroll records and documents; interprets and applies state and federal laws, educational codes, regulations, Board policy, and collective bargaining unit provisions; maintains a variety of records and files including records to track various leaves.

This is the full journey level class within the Payroll Accountant series. Employees at this level receive only occasional instruction or assistance as new or unusual situations arise, and are fully aware of the operating procedures and policies of the work unit. Positions allocated to the Payroll Accountant class level are distinguished from the Senior Payroll Accountant in that positions allocated to the Senior Payroll Accountant level perform the most difficult and responsible types of duties assigned to classes within this series including: serving as a lead worker providing training, guidance, and assistance to other payroll staff and to Human Resources staff; assisting in directing, planning, and organizing the work of the Payroll Office; providing and coordinating payroll services for each campus; and serving as the operational resource in the resolution of the most difficult, complicated, and problematic payroll and personnel related transactions.

representative Duties

The following duties are typical for this classification.

1. Prepares District payrolls, reports, and related documents including those for classified and academic employees; audits, processes, and balances all adjustments and deductions; ensures accuracy and completeness of time sheets, data records, and adjustment sheets; distributes, holds, or cancels checks as necessary.

2. Utilizes computer systems to input, update, and maintain employee records, reports, and files; researches, calculates, and processes retroactive, manual, and special salary payments; executes a variety of complex computations involving gross pay, retirement, taxes, vacation, sick, and other leave balances, and voluntary deductions.

3. Interprets and applies Education Codes, bargaining agreements, Board actions, laws, and policies as well as County Superintendent of Schools, CALSTRS, CALPERS, and/or District directives to general and specific payroll transactions.

4. Maintains records of employee benefits, 125 plans, tax shelter annuities, and other related records.

5. Provides positive customer service on an on-going basis to all levels of employees and agency representatives; provides payroll-related information to employees, public agencies, businesses, and the general public; compiles and provides confidential payroll/benefit information, as authorized, to loan companies, courts, public agencies, insurance companies, and related agencies.

6. Monitors Workers’ Compensation and other absences; monitors approvals for payments; docks leave accrual as appropriate after careful analysis of case information.

7. Monitors eligibility/enrollment in retirement systems; serves as District representative to coordinate retirement requirements.

8. Assists in the preparation of various governmental and specialized reports; utilizes automated financial systems and query tools to extract data from databases.

9. Assists in the analysis of pending and approved state and federal legislation, regulations, agreements, policies, and rules; provides assistance in evaluating and disseminating information related to new payroll and retirement rules, regulations, and guidelines from state and federal regulatory agencies.

10. Provides assistance with the year-end closing; submits correcting entries in accordance with GAAP for erroneous payroll charges and other matters.

11. Provides assistance with external/internal auditor processes as directed.

12. Issues payroll saving bonds.

13. Coordinates activities with and provides assistance to other departments and staff; assists other staff with specialized systems and applications.

Attends and participates in professional development and other training programs and sessions; maintains familiarity with all aspects and procedures of the District’s payroll office including compliance with budget and accounting manuals; develops, presents, and attends training workshops as needed.

14. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Principles and practices of financial record keeping, payroll accounting, and auditing.

Pertinent federal, state, and local codes, laws, and regulations including those applying to school district payroll accounting and related record management system.

Standard methods, terminology, and practices of bookkeeping, payroll, and financial record keeping.

Automated payroll/accounting system.

Governmental and/or fund accounting principles and practices is preferred.

Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.

Principles and practices used to establish and maintain files and information retrieval systems.

Basic principles and practices of report preparation.

Methods and techniques of public relations.

Mathematical principles.

English usage, spelling, grammar, and punctuation.

Ability to:

Perform a variety of technical payroll accounting duties involving the use of independent judgment and personal initiative.

Prepare and reconcile pay and personnel related transactions and reports.

Review detailed numerical records and transactions in order to identify, trace, and correct processing errors.

Interpret and apply applicable federal, state, and local laws, codes, and regulations.

Interpret and apply administrative and departmental policies and procedures.

Compile data, maintain records and files, and participate in the preparation of financial or administrative.

Implement and maintain standard filing systems.

Type or enter data at a speed necessary for successful job performance.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.

Adapt to changing technologies and learn functionality of new equipment and systems.

Work cooperatively with other departments, staff, and outside agencies.

Respond tactfully, clearly, concisely, and appropriately to inquiries and requests for information.

Plan and organize work to meet changing priorities and deadlines.

Meet critical deadlines while working with frequent interruptions.

Exercise good judgment and maintain confidentiality regarding critical and sensitive information, records, and reports.

Work independently in the absence of supervision.

Understand and follow oral and written instructions.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of 60 units of college level course work including 20 units in accounting, bookkeeping, or a related field.
Experience:
Three years of clerical accounting/bookkeeping experience including two years of experience in payroll records management involving computerized payroll systems.

physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a standard office setting.

Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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