Jurisdiction:  Schuyler County

Jurisdictional Class:  Competitive

Adopted:  January 1, 2005

PAYROLL CLERK

DISTINGUISHING FEATURES OF THE CLASS: 

This position involves responsibility for compiling and processing the payroll and maintaining related payroll and employee records.  The work requires the operation of a personal computer to transcribe payroll information to produce payrolls and payroll checks and related records.  The work is performed under the general supervision of a higher-level official or supervisor allowing for exercise of independent judgment in carrying out the details of the work according to prescribed policies and procedures.  Depending on location of the position, incumbent will also perform a variety of other clerical or record keeping tasks.  Does related work as required.

TYPICAL WORK ACTIVITIES:
Processes bi-weekly time cards for preparation of payrolls;

Enters into computer database information on regular and overtime hours worked, benefits, etc. for employees;

Maintains payroll records regarding rates of pay, deductions, etc;

Develops retirement workups, worker’s compensation reports, unemployment reports, and earnings histories;

Prints payroll checks on computer;

Operates calculator, peripheral computer equipment and other office equipment;

Computes payroll changes regarding hours worked, deductions, overtime, tax changes, etc.;

Operates a personal computer to enter data on payroll changes, journal, and ledger accounts following a prescribed code;

Prepares payroll reconciliation for additions and deletions;

Maintains records such as employee time and leave files, transaction documents affecting employees’ status and deduction authorizations;

Prepares periodic reports related to unemployment insurance and retirement benefits, state and federal tax withholdings, payroll certification, and other payroll matters;

Prepares W-2 forms annually;

Prepares employee status forms for new employees and changes in employment;

Prepares and distributes pay envelopes or checks;

Answers telephone and written requests from employees concerning payroll related personnel matters;

Performs other clerical and record keeping duties involving tax collection, maintaining health insurance records, etc., depending on location of the position.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:
Good knowledge of modern methods used in keeping and checking financial accounts and records;

Good knowledge of office terminology, procedures, equipment and business English;

Ability to make arithmetic computations involving fractions, decimals and percentages accurately;

Ability to operate a computer and utilize common office software programs including word processing, spreadsheet, and databases at an acceptable rate of accuracy and speed;

Ability to organize and maintain accurate records and files;

Ability to analyze and organize data and prepare records and reports;

Ability to understand and interpret complicated oral instructions and/or written directions;

Ability to perform close, detail work involving considerable visual effort and concentration;

Clerical aptitude;

Courtesy in dealing with the public;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:
A.  Graduation from high school or possession of a high school equivalency diploma and two years of full-time (or its part-time equivalent) experience maintaining financial accounts and records that included payroll functions of calculating gross and net wages, printing checks, and processing and maintaining payroll records; or

B. Three years experience as defined in (A).

Note:  Successful completion of coursework in accounting or a closely related field at a regionally accredited college or university, or one accredited by the New York State Board of Regents to grant degrees, may be substituted for up to one year of the required experience with three semester credit hours being equivalent to three months of experience.
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