Middletown, CT
Job Description

Classification Title Payroll Coordinator
Job Code

Department Board of Education
Union Group AFSCME 466
FLSA Status

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to assist in the preparation and administration of payroll
for all Board of Education personnel in accordance with collective bargaining
agreements and employment contracts. The work is performed under the direction of
the Associate Superintendent for Administration and the Payroll Supervisor.

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

system-on-a-weekly-basis-Prepares and enters timecards for Board of Education
employees. Verifies accuracy of information, researches areas of concern and
contacts administrators for clarification.

o Works closely with the Payroll Supervisor in all aspects of payroll including
corresponding with and responding to inquiries from employees, other departments
and the public.

o performsrelated-work-and-prepares-statisticalreperts-asrequired-Reviews
Treasurer's Receipts for accuracy. Reconciles posting of revenue into Finance
records. Maintains log books pertaining to posting of revenue and revenue
accounts.

e Assumes additional administrative responsibilities in the absence of the Payroll
Supervisor.

and investigates employee attendance. Operates AESOP substitute system for
attendance accuracy.
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Posts-weekly-payrel-to-accountingrecords-Coordinates Worker's Compensation

records with Risk Manager'’s office. Prepares and calculates fiqures to adjust
employees’ annual taxable income to reflect worker's compensation.

Maintains financial records, logs and correspondence-en-a# payroll and revenue.

&men—daes—&nd—e#edmumen—eeﬁela{e&eﬁmeﬁepmeepdepe%umates and

adjusts employee files, salaries and personal information. Maintains accurate
records for over 1,000 employees in 5 different unions, which includes updating
raises, step increases, vacation, sick and personal time.

. I L ehecks for distribui - to locations.

Prepares and corrects employee financial records, which includes refunds,
calculations for lost pay, suspensions, unpaid leave and other corrections. maintains

ot o forall omel eotions. | - —y

e Prepares correspondence for employment verifications, Department of Labor

requests, Teacher's Retirement Board requests, State Department of Education
reports and other payroll reporting. Researches reasons for termination and collects
data for Department of Labor hearings.
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»—Prepares monthly-overtime detail-reports, statistical data and analytical reports for
contract neqotlatlons grant reportlnq and reporting to state aqenues and Board of
Educatlon A

e Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience

High school diploma or equivalent with vocational/technical training in accounting
procedures or a related field with one year of payroll/accounting experience or any
combination of education and experience that provides equivalent knowledge, skills and
abilities.

Appropriate education substitutions can be made.
Other
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e

KNOWLEDGE, SKILLS, and ABILITIES

e Reguires-the-aAbility to perform basic level of data analysis including the ability to
review, classify, categorize, prioritize and/or reference data, statutes and/or
guidelines and/or group, rank, investigate and diagnose.

o Reguires-the-aAbility to utilize a variety of reference, descriptive and/or advisory data
and information such as a variety of reports, budgets, requests, deposits, manuals,
procedures, guidelines and non-routine Correspondence.

e Ability to Rrelate to and interact with a non-traditional and diverse student and
employee population

e Ability to Wwork independently

e Ability to Rread, analyze, and interpret standards, policies, procedures, and
regulations

e Ability to Bdevelop and write reports, policies, and correspondence
e Ability to Hhandle common inquiries or complaints
e Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions
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e Ability to Pperform mathematical computations such as addition, subtraction,
multiplication, division. Calculate percent distributions, increase rates, and similar
computations.

e Ability to Eexercise good judgment and focus on detail as required by the job

e Ability to Soperate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

e Ability to Yuse (or learn to use) computer software and systems applicable to the
position

e Ability to Ffollow oral and written instructions and procedures

e Ability to ©collect, organize, and interpret data and prepare accurate records

e Ability to €compare data from a variety of sources for accuracy and completeness
e Ability to ©organize large volumes of detailed data and information

e Ability to Mverify and maintain accuracy of detailed data and information, detect data
errors

e Ability to Mmeet schedules and deadlines of the work unit

e Ability to €communicate in English effectively orally and in writing

e Ability to Mmaintain well-organized materials, files, systems and tools
e Ability to Aadapt to changes in work situations and priorities

e Ability to Rreason/analyze; use logic to identify and resolve problems
e Ability to Eevaluate, organize, and summarize data and information

e Ability to Mmake varied arithmetic computations rapidly and accurately

e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities

e Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS
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Exerting up to 10 pounds of force occasionally, a negligible amount of force frequently,
and/or or constantly having to lift, carry, push, pull or otherwise move objects, including
the human body. Sedentary work involves sitting most of the time. Jobs are sedentary
if walking and standing are required only occasionally and all other sedentary criteria
are met.

WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Position requires talking, hearing, seeing, grasping, standing, walking and repetitive
motions.

The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
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qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created: 03/11/15

Dates revised




