	PRIVATE 

FEATHER RIVER


COMMUNITY COLLEGE DISTRICT

570 Golden Eagle Ave., Quincy CA 95971


(530) 283-0202, ext. 257

www.frc.edu


PAYROLL OFFICER/INTERNAL AUDITOR
DEFINITION:
Under direction, to perform complex technical/professional accounting functions as required by law, in the preparation, maintenance and processing of the District payroll for all classifications of employees; prepares and maintains a variety of complex payroll reports and records; to perform proscribed internal audit procedures; and to perform related duties as assigned.

CLASSIFICATION:
· FLSA Hourly

· Classified – CSEA 

· Date Modified: August 2010

ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.

· Coordinate all aspects of payroll processing using a complex interrelated human resources/payroll and accounting system.  Executes a variety of complex calculations involving gross pay, retirement, taxes, contract calculation, and retroactive pay
· Determine all employee eligibility/enrollment in PERS, STRS, Social Security, Medicare and any other retirement system
· Prepare and submit PERS and STRS retirement reports
· Audit and analyze Personnel Action Forms, payroll time sheets and other documents to prevent and correct errors in salary placement and coding
· Administer the processing and maintenance of records for employee voluntary deductions; prepares requests for payments to vendors. Audit general ledger for accuracy
· Independently prepare reports, spreadsheets, correspondence and other payroll related documents
· Independently prepare unemployment reports spreadsheets, and correspondence as needed

· Prepare and submit all required tax payments and reports, including quarterly reports
· Prepare and submit electronic deposit files for disbursement to banking institutions
· Balance and prepare annual total compensation statements (W2 documents) for each employee showing income, benefits, and deductions
· Develop, recommend and implement change in procedures/policy to meet operational needs and improve accuracy and efficiency of payroll system
· Interpret Federal and State regulations governing payment of wages to individuals to ensure compliance
· Analyze and resolve complex or difficult payroll problems presented by administration, staff, faculty, subordinates or students; determine appropriate and correct action
· Respond to IRS information inquires, unemployment audits, subpoenaed information as well as PERS, STRS, Social Security and other agency requests for information
· Responsible for administration of payroll software system, interfacing with the vendor and Plumas County Office of Education. Responsible for payroll software conversions.  Extracts data and performs manual edits utilizing spreadsheet and other tools for functions and reports not provided by the software vendor
· Provide data, analysis and information to administration, staff, and faculty regarding payroll policy and related procedures, activities, operations, standards and applicable laws 

· Prepare adjusting journal entries, budget transfers.

· Create and maintain payroll controls
· Performs monthly and/or weekly internal audit of routine transactions, such as accounts receivable, payable, purchasing, treasury and petty cash, budget transfers, journal entries maintaining proper audit trails for verification by external auditors
Other Duties:
· Provides support for other staff in the Business Office
· May supervise student employees
· May provide assistance to FRC Foundation or other community partners as needed

Knowledge of:

· Applicable college policies, federal, state and education code laws, regulations and requirements pertaining to payroll and accounting
· Principles, practices and terminology used in complex financial and statistical and payroll record keeping
· Computerized payroll systems
· Basic internal auditing
· General office and record keeping procedures and equipment, including computer, calculator, typewriter and copier
Skill In:

· Ability to independently organize, prioritize, plan and coordinate work, performing consistently and accurately under the pressure of deadlines
· Perform difficult technical work involving independent judgment, accuracy and speed including determining appropriate course of action under circumstances for which guidelines do not exist or for which guidelines conflict
· Ability to deal with sensitive and confidential payroll information in compliance with established laws, rules and procedures
· Prepare complete and concise financial statements. Analyze accounting data pertaining to areas of specialization
· Responsible for organizing work schedule in order to minimally impact the District when scheduling vacations and medical appointments
DESIRABLE QUALIFICATIONS: A combination of education and experience equivalent to:

· An Associate’s degree in related field or completion of relevant college coursework in accounting or related field
· Two years’ experience in payroll processing 
· Community College experience is preferred
PHYSICAL CHARACTERISTICS:  The physical abilities involved in the performance of essential duties are:
· Vision sufficient to read handwritten, typed and computer-printed documents as well as computer terminal displays throughout the day
· Speech and hearing sufficient to communicate in person and by telephone
· Manual dexterity sufficient to use a variety of office tools and to manipulate single sheets of paper, file folders, binders and computer printouts
· Motor skills sufficient to operate computer keyboard, 10-key calculator, typewriter, copy machine and telephone
· Mobility sufficient to move throughout the work site
· Physical ability to sit or otherwise remain stationary at work post for long periods of time
This work is performed indoors and under general office conditions.
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