SAN MATEO COUNTY OFFICE OF EDUCATION

CLASS TITLE: MANAGER, PAYROLL-DISTRICTS

BASIC FUNCTION:

Under the direction of the Director, Digtrict Business Services, organize and direct the operations and
activities of digtrict payroll services, oversee and audit the preparation, processing and maintenance of
didrict payrollsto assure employeesare paid in an accurate and timely manner; assure proper completion of
tax, retirement plan and other reports according to established timelines; train and eva uate the parformance
of assgned personndl.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES.
Organize and direct the operationsand activities of district payroll services; organizeworkload, set priorities
and manage timdlines; develop the monthly calendar including rates.

Assurepayroll activitiescomply with STRSYPERS rules, State and federd regulations, applicable Education
Codes and other laws, procedures and policies related to ditrict payroll reporting and processing.

Oversee, andlyze and audit the preparation, processing and maintenance of district payrolls to assure
employees are pad in an accurate and timey manner; review information for accuracy, identify
discrepancies, make corrections and resolve problems as necessary.

Train and evauate the performance of assgned payroll personnd; interview and sdect employees and
recommend transfers, reassgnment, termination and disciplinary actions.

Assure proper completion of tax, retirement plan and other reports according to established time lines;
balance and prepare tax reportsincluding the W-2C, W-3C, Form 941, DE6, DE7, labor Satisticsreport
and reconcile other worksheets and related data; assure reports are submitted to appropriate agency or
personnel according to established time lines.

Serve as atechnica resource to adminigtrators and employees concerning payroll accounting activities,
sdaries, retirement plans and other contribution accounts, respond to inquiries and provide information;
respond to complaints from employees throughout the County and serve as mediator as needed.

Providetechnical information and assstanceto 0 Tc 0 Tw 3 uirunoSEsure payroll activ,or asuiriestaelines; -
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Interpersond skills using tact, patience and courtesy.
Mathematical computations.
Research methods and procedures.

ABILITY TO:

Organize and direct the operations and activities of district payroll services.

Oversee and audit the preparation, processing and maintenance of digtrict payrollsto assure employeesare
paid in an accurate and timely manner.

Assure proper completion of tax, retirement plan and other reports according to established time lines.
Train and evauate the performance of assgned personnel.

Prepare and maintain a variety of automated and manual records, files and reports.

Interpret, apply and explain policies, procedures, rules and regulations.

Serve as atechnical resource to personnd concerning payroll functions and activities.

Monitor, adjust and reconcile payroll data

Maintain current knowledge of new legidation.

Pan and organize work.

Work confidentialy with discretion.

Work independently with little direction.

Operate standard office equipment including a computer and assigned software.

Communicate effectively both oraly and in writing.

Add, subtract, multiply and divide quickly and accurately.

Establish and maintain cooperative and effective working relationships with others.

EDUCATION AND EXPERIENCE:

Any combination equivaent to: bachelor’ sdegreein business adminigtration, accounting or related field and
three years related experience with increasing responghility in school digtrict payroll accounting and
adminigration.

LICENSESAND OTHER REQUIREMENTS:
Vdid Cdiforniadriver’ slicense.
WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Driving avehicle to conduct work.

PHYSICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard and calculator.
Hearing and spesking to exchange informetion.

Seeing to read avariety of materias.
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Bending a the waig, knedling or crouching to file materids.
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