PALOMAR COLLEGE
Classification Title:  Payroll Technician

Department: Payroll EEOG6 Code: 4
Employee Group: Classified Salary Grade: 26
Supervision Received From: Manager, Budget and Payroll Date of Origin:  9/2016
Supervision Given: General Supervision Last Revision: 11/2017

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 by individual positions.

JOB SUMMARY.

Performs a variety of highly responsible payroll and other assigned general accounting processes to ensure accurate and
timely payment of wages and accrual of benefits to full- and part-time faculty, classified staff, confidential and supervisory
personnel, administrators, Governing Board members, hourly employees and student employees in accordance with legal
requirements and sound financial management principles and practices.

DISTINGUISHING CHARACTERISTICS.

Payroll Technician is distinguished from Senior Accounting Technician by its responsibility for payroll processing and
records maintenance functions, while the latter class is responsible for providing accounting support functions in accounts
payable/receivable and cashiering. Work of a Payroll Technician requires a detailed understanding of payroll and benefit
policies, procedures and legal requirements and associated accounting transactions, the highest degree of confidentiality
and attention to detail and accuracy to ensure the timeliness and integrity of the District's payroll process. Duties are
performed with a significant degree of independence.

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS.

Essential Functions: Essential responsibilities and duties may include, but are not limited to, the following:

1. Performs a variety of detailed and complex duties to prepare and process monthly payroll for full- and part-time
employees in assigned employee groups, including full- and part-time faculty, classified staff, confidential and
supervisory personnel, administrators, Governing Board members, certificated personnel, hourly employees and
student employees; collects, reviews, verifies, audits, organizes and inputs all source documents; reviews information
entered by Human Resource Services staff that affects payroll generation for accuracy and completeness and
identifies, researches, analyzes and resolves discrepancies; reviews, reconciles and balances benefits data; ensures
timely and accurate payment of employees in accordance with District and governmental policies and procedures;
initiates and processes wire transfers for retirement system payments, federal and state taxes, child support
payments and other purposes; prepares and posts payroll journal entries.

2. Executes a variety of detailed computations involving gross pay, retirement, deductions, taxes, retroactive pay and
leave adjustments; enters corrections, adjustments, pro-ratings and overrides as required to ensure accurate pay and
accruals.

Payroll Technician Page 1



10.

11.

12.

13.

14.

Authorizes and oversees the processing and distribution of all payroll warrants including regular, special, replacement,
cancelled and voided as well as direct deposit advances and the issuance of special checks; processes off-cycle
checks when required; writes manual checks as required following established procedures.

Audits and reconciles timesheets and ensures timekeeping data has been entered accurately in the payroll system;
identifies and works with appropriate departments and/or supervisors to resolve time reporting, funding and coding
discrepancies.

Sets up new employees in the payroll system; makes changes to employee payroll files as necessary, including tax
withholding, voluntary deductions, authorization for automatic payroll deposits and placement in appropriate
retirement plans.

Serves as subject matter expert on payroll requirements, procedures and processes; interprets payroll policies and
procedures, legal requirements, bargaining unit pay-related provisions and benefits plan provisions; provides accurate
and timely information and assistance to internal and external customers including employees, county offices, other
districts and the public; researches and handles daily inquiries from employees on a wide array of technical matters
related to payroll; assists departments in analyzing and resolving payroll issues; refers active and retired employees
to other appropriate resources as necessary.

Monitors mandated work limits for all employee groups; examines, monitors and updates faculty and staff eligibility for
enrollment into various benefits programs including California Public Employees’ Retirement System (CalPERS),
California State Teachers’ Retirement System (CalSTRS) and Accumulation Program for Part-time and Limited-
service Employees (APPLE) retirement plans, Social Security and Medicare; assists with completion of appropriate
documentation; prepares and submits employment and salary verifications; researches and responds to
unemployment and subpoena information requests for all employees, ensuring compliance with privacy laws and
regulations.

Ensures the District meets legal requirements in regard to payroll taxes and garnishments and provides all necessary
information and payments to the Internal Revenue Service (IRS), state tax authorities and other regulatory bodies;
enters federal and state withholdings and voluntary deductions; performs manual tax calculations as necessary using
federal and state annual tax tables.

Determines and implements additional full-time faculty compensation such as department chair stipends; processes
voluntary deductions, garnishments, vendor payments and union dues; creates, audits and edits retirement reports;
requests payments for CalSTRS contributions; forwards appropriate retirement and contribution information to the
San Diego County Office of Education.

Monitors load banking leave maximum accruals, retention and liquidation limits; coordinates with Human Resource
Services and the Instruction Office to clarify or establish new procedures; prepares Load Bank Report at end of fiscal
year; monitors leave balances for classified staff, administrators and temporary staff.

Prepares and processes a variety of District, county, state, and federal payroll-related forms and reports; processes
various documents including tax withholdings, deductions and authorizations for direct deposit; compiles statistical
and payroll data from a variety of sources to provide informational summaries to other employees and compliance
with established guidelines; maintains accurate records and system data relative to assigned area of responsibility.

Works closely the Business Systems Analyst in Payroll to research and find solutions for problems in processing
payrolls; requests applications fixes and enhancements to achieve the optimal operations of the payroll system;
assists in the development of new payroll procedures.

Maintains and distributes payroll calendars and deadlines; distributes general information relevant to Payroll as
appropriate.

Assists internal and external auditors by providing supporting documentation and other information required for audit.
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Marginal Functions:

1. Trains and provides work direction to student employees.

2. Attends various meetings, workshops and in-service trainings and participates on committees as required.
3. Maintains various financial records and files.

4. May assist in other Fiscal Services areas as needed.

5

Performs related duties and responsibilities as required.

QUALIFICATIONS.

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

Experience: Three years of increasingly responsible paraprofessional payroll accounting experience.

Education/Training: Equivalent to the completion of the twelfth grade supplemented by college-level coursework from an
accredited college or university in accounting, finance or a related field.

Preferred Qualifications:

Work experience in the public sector.

Knowledge of:

1. Advanced methods, practices, documents and terminology used in payroll processing and recordkeeping.

2. Laws, regulations and memoranda of understanding (MOU) provisions applicable to timekeeping, payroll preparation
and pay reporting.

Paraprofessional accounting methods and practices and associated internal control policies and procedures.
Business mathematics.

Use and operation of applicable modules of an enterprise system.

Federal Privacy Act regulations regarding the release of private employee and student information.

Federal and state laws, codes and regulations and policies and practices pertinent to assigned areas of responsibility.

Customer service practices and etiquette.
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Principles and practices of sound business communication.
10. English usage, spelling, grammar and punctuation.
11. Recordkeeping and filing practices and procedures.

12. Modern office practices, procedures and equipment including appropriate software applications.

Skill in:

1. Carrying out work independently, ensuring a high degree of accuracy and the timely payment of wages to employees
in accordance with various deadlines and changing priorities, while ensuring excellence in customer service.

2. Collecting, obtaining, evaluating and interpreting technical and specialized payroll information correctly and explaining
information accurately and precisely to customers.

3. Understanding, interpreting, applying and reaching sound decisions in accordance with applicable law, rules,
regulations and procedures.
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Determining employee eligibility for retirement and benefit plans.
Exercising sound independent judgment within areas of responsibility.
Organizing and maintaining office and specialized files.
Communicating clearly and effectively, orally and in writing.

Understanding and following written and oral instructions.
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Preparing clear, concise and accurate reports, correspondence and other written materials.

10. Exercising tact and diplomacy in dealing with sensitive, complex and confidential personnel issues and employee
situations.

11. Maintaining confidentiality of documents and records.

12. Maintaining sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, gender
identity, sexual orientation, and ethnic backgrounds of community college students, faculty, and staff.

13. Establishing and maintaining effective working relationships with others encountered in the course of work.

WORKING CONDITIONS.

Environmental Conditions: The employee works under typical office conditions, and the noise level is usually quiet to
moderate; interacts with students, faculty, administrators, staff and the public, occasionally with dissatisfied or abusive
individuals.

Physical Conditions: Essential and marginal functions may require physical fithess requirements necessary to perform
the job functions with or without accommodation, such as the ability to walk, stand or sit for prolonged periods; extensive
use of a computer keyboard; and possess near visual acuity for recognizing numerical figures.

TERMS OF EMPLOYMENT.

The duration of any fully restricted funded position in this classification is dependent upon the continuation of funding.
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