CITY OF MILTON-FREEWATER


P.O. Box 6, Milton-Freewater, OR  97862  541-938-8243
POSITION ANNOUNCEMENT
Position:

PAYROLL CLERK
Salary:

$22.98 to $27.90/hour
Duties:

Performs highly responsible functions for the Finance Department in the area of Payroll Clerk.  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 as well as any changes in the 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. Operates a computer, assists customers and fills in as cashier whenever needed as well as other routine clerical functions and other finance duties as requested.   
Qualifications:
Considerable knowledge of payroll processes and laws.  Considerable knowledge of pertinent payroll laws, regulations and standards.  Ability to work in other areas of accounting such as Account Payables/Receivables or other areas.  Understand and practice Generally Acceptable Accounting Principles (GAAP). Ability to work with Microsoft Office applications or payroll software.  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.    
Method of

Selection:

Evaluation of candidates will be based upon applications stating interest, knowledge, experience and training with regard to a payroll and accounts payable/receivable experience. Those applicants who appear best qualified as determined by a screening committee may be interviewed.

Application:
Application must be received in the Human Resource department no later than Monday, April 2, 2018 at 10:00am.  Disability accommodations made in the recruitment process upon request.

The City of Milton-Freewater is an Equal Opportunity Employer.  We are dedicated to a policy of non-discrimination in employment on the basis of race, color, religion, sex, national origin, age, mental disability or physical disability.
