
JOB DESCRIPTION

POSITION TITLE



Payroll Specialist





REPORTS TO:



Controller

PRIMARY FUNCTION: 
Process Biweekly Staff  & Student Work Payrolls, making correct and appropriate deductions and withholdings, while complying with College policy and Federal and State wages and hours regulations and tax codes

AREAS OF RESPONSIBILITY:

1. Process information leading to the production of the Biweekly payroll for approximately 260 employees, grossing over $8,500,000 annually.  Includes verification and update of employee personnel actions for new hires, increases, distribution changes, etc.; monitoring benefit enrollments, adding and changing as needed; monitoring and maintaining paid time off accruals, transferring employees between plans as needed; entering hours from timesheets, verifying for accuracy, balancing all aspects of payroll, preparing checks/direct deposits, and closing transactions; adding approximately 250-300 temporary employees to summer payroll.

2. Process Student Work payroll for 1200-1500 students each month, gross payroll nearing                    

     $2,300,000 annually.  Includes working closely with Financial Aid office in accurate 

     set-up of students in authorized positions, adhering to Federal and State regulation for 

     Work Study programs; monitoring proper taxation, especially Social Security/Medicare 

     And tax-exempt students; entering timesheet hours, balancing payroll, preparing checks  

And direct deposits, and closing transactions.   Also, printing student timesheets on a      monthly basis.

3. Assist in preparation of approximately 260 Election of Benefits forms; upon return of      forms, examine and input enrollments and changes; verify for accuracy.

4.  Assist in preparation and distribution of over 3500 W-2 Forms.

5.  Provide assistance to employees and students, answering questions regarding benefits, payments and deductions.

6.  Perform other related duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Supervising student worker 

CONTACTS:
Students; faculty & staff; general public

EDUCATION: 
Essential:
Two years of Business College


Desirable:
Training on Lawson Software

EXPERIENCE:
Essential:
Payroll processing


Desirable:
One year of payroll processing on Lawson Software

KNOWLEDGE, SKILLS, ABILITIES:

Experience in payroll processing; knowledge of and experience with benefit programs; computer experience (data entry/retrieval, preferably with Lawson Software); good organizational skills; accuracy and attention to detail; ability to work under pressure; ability to communicate effectively and tactfully with a diverse group of employees and students; confidentiality essential; 10-key experience required.

PHYSICAL DEMANDS:
Must be able to lift heavy boxes periodically for storage.











WORKING ENVIRONMENT:
Normal office environment

WORK SCHEDULE:
FTE:  1.00


Term: NA



Shift: NA

APPROVAL:                                                 Angie Mathews

DATE:




March 2009

