CITY OF MILTON-FREEWATER
JOB DESCRIPTION

POSITION TITLE:
PAYROLL CLERK 





BARGAINING UNIT:  IBEW-CLERICAL
POSITION STATUS:
  NON-EXEMPT 


REPORTS TO: ACCOUNTING SUPERVISOR/FINANCE DIRECTOR

GENERAL STATEMENT OF DUTIES

Performs highly responsible functions for the Finance Department in the area of Payroll. Prepares and processes bi-weekly payroll, payroll reports, insurance and benefits reports, payroll taxes and tracks employee leave accruals such as sick leave and vacation. Tracks any changes in Public Employee Retirement System (PERS) regulations through the State of Oregon.  In addition, this position performs accounts receivable duties preparing and processing monthly invoices, statements, reports and collections.  Does related work as required. 

ESSENTIAL JOB FUNCTIONS AND EXAMPLES OF RESPONSIBILITES

· Process bi-weekly payroll, payroll reports, insurance and benefit reports, payroll taxes and tracks vacation and sick-leave accruals.

· Compute and enter into the City’s computer systems, new insurance rates for all bargaining units.
· Track benefits via city labor contracts.

· Compute and process compensation payout as per each bargaining unit contract.
· Prepare and process monthly accounts receivable invoices, statements and reports.
· Aid in the collection of individual utility and account receivable accounts. 
· Support front counter cashier positions, and other routine clerical functions assisting customers, receiving utility payments, court payments and other city revenues.  
· Answer phone, route calls, provide general information to the public.
· Employee Benefit Open Enrollment program through City-County Insurance Services. 

· Keep all confidential information confidential.

· Dependable/regular presence in city office.

· Assist in other finance duties as requested.

· Provide back-up service with other positions within the Finance Department.

DESIRABLE QUALIFICATIONS FOR EMPLOYMENT

KNOWLEDGE, SKILL and ABILITES:

Considerable knowledge of payroll processes and laws. Considerable knowledge of pertinent payroll laws, regulations, and standards. Working knowledge of Microsoft Office and payroll software.  Understand and practice Generally Acceptable Accounting Principles (GAAP). Ability to establish and maintain effective working relationships with other employees as well as the general public. 

EXPERIENCE AND TRAINING:

Minimum of two years progressively responsible experience performing related payroll services. AA degree with an emphasis in accounting is desirable. Any equivalent combination of experience, characteristics and training which insures the ability to perform the work may substitute for the above. 

PHYSICAL DEMANDS:

Use of hands and fingers is required to perform the essential functions of this job. Sight is necessary to perform the essential functions of this job. Employee is frequently required to stand, move, talk and hear. The employee is frequently required to sit and work at a computer station for lengthy periods of time. The employee is occasionally required to stoop, bend, and kneel. The employee is occasionally required to lift and/or move up to twenty-five (25) pounds. 

WORK ENVIRONMENT:

The work environment is moderately quiet, with an indoor office environment. Stress levels are typical of an office position with multiple deadlines.  Occasionally deal with angry customers.  
DISCLAIMER:

This job description does not include all essential and nonessential duties of this job. The job description is not intended, nor should it be construed as an exhaustive list of all responsibilities and duties, skills, working conditions or attributes associated with the job. 

JOB DESCRIPTION:  PAYROLL CLERK 2013
Page 1

