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CONTRA COSTA WATER DISTRICT

PAYROLL ANALYST

DEFINITION
To perform professional accounting duties related to the analysis and administration of payroll data and the payroll system; advise District management of legislative and regulatory changes affecting payroll procedures; may exercise technical and functional supervision over clerical accounting staff. 

SUPERVISION RECEIVED AND EXERCISED
Receives direction from management staff.

Exercises technical and functional supervision over clerical accounting staff as assigned.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Assemble, analyze, and reconcile data for preparation of quarterly taxes and year-end reports to State and Federal agencies; prepare tax reports and reconcile with District payroll register.

Receive, check, and process payroll action forms relative to employee status or pay; update and maintain employee history files as related to payroll status.

Balance payroll and ensure appropriate salary/benefit cost distribution relative to the general ledger; and serve as liaison with computer staff regarding payroll system concerns.

Assist in implementing negotiated salary/benefit conditions; and personally process sensitive/confidential payroll matters.

Prepare new pay codes and make recommendations regarding tax status; administer SDI and Workers' Compensation integration with sick leave; monitor insurance premium billings.

Compile and analyze data and prepare special or regular written reports.

Maintain informed status regarding current developments and sources of information regarding payroll issues.

Assist outside auditors in review and analysis of District financial and payroll records and practices.

Build and maintain positive working relationships with co-workers, other District employees and the public using principles of good customer service.

Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Knowledge of:

District and department policies and procedures related to professional payroll functions.

Principles and practices of payroll administration.

Basic governmental and utility accounting, auditing, and fiscal management techniques.

Pertinent State and Federal laws governing wage and hour calculations, tax deductions, and related payroll issues.

Relationship of data processing and payroll accounting systems.  

Ability to: 

Independently apply administrative and accounting principles and practices to the analysis and resolution of payroll problems.

On a continuous basis, know and understand all aspects of the job; intermittently analyze work papers, reports and special projects; identify and interpret technical and numerical information;  observe and problem solve operational and technical policy and procedures.

On a continuous basis, sit at desk for long periods of time; intermittently twist to reach equipment surrounding desk; perform simple grasping and fine manipulation; use telephone, and write or use a key board to communicate through written means; and lift or carry weight of 10 pounds or less. 

Independently compile, analyze, and interpret a variety of legislative and regulatory information relative to assigned duties.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:



Experience: 

Two years of responsible accounting experience in payroll related activities.



Training:

Equivalent to a Bachelor's degree from an accredited college or university with major course work in accounting, finance, business or public administration or a related field.

License or Certificate: 

May need to possess a valid California driver's license as required by the position.
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