01303


Fiscal Specialist IV
(Payroll)
Grade:  6


FLSA: Non-Exempt

Date:
3/18

Job Summary: Performs a wide variety of tasks to support department fiscal operations; performs other duties as assigned.


Essential Functions:

· This position takes the lead on County-wide payroll and payroll policy, compliance and technical issues;

· Review and process the timely payroll related information for over 900 full and part-time employees as well as 300 hourly/seasonal employees from 30 governmental units, including assurance of accurate time and leave reporting information for payroll payment, deductions, and retirement, and ensure accuracy changes and updates to payroll records;

· Use financial information to prepare IRS forms W2s, quarterly 941 forms, State Unemployment, retirement and DLLR reports, Federal Social Security tax, and IRS forms 1099Rs for local retirees using various computer media;
· Partner with HR personnel to ensure responsive resolution of employee payroll issues/inquiries;

· Support payroll process enhancements and address systems reporting issues, both technological and internal processes, and assist HR in developing new procedures to make payroll/HR processes more efficient;

· Provide guidance to department supervisors and staff to ensure that employees are set up with correct information in their payroll record to ensure accurate payment of wages;

· Solve daily operational problems of varied scope and complexity;

· Remain current with County policy, payroll laws (i.e., FLSA, FMLA), tax and benefit issues;

· Provide ad hoc reports as required by auditors, government agencies and senior management;

· Verify employment and wage information to third parties;

· Maintain files and other records to support financial transactions and work performed; payments for wage garnishments, child support, reimbursements, credit union, savings bonds and all payroll-related deductions and adjustments

· Perform other duties as assigned.
May:

· review journals and complex subsidy accounts, and monitors bank receipts and receivables;

· implement cash receipts and disbursement transactions afflicting with checking and savings accounts;

· reconcile ledgers and uses financial information, prepares various monthly, quarterly, and year-end financial reports for county, state and federal government agencies;

· research and complete financial forms and charts.

Required Knowledge, Skills, and Abilities:  

1. Knowledge of accounting principles and practices as they relate to payroll;

2. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;

3. Ability to research payroll issues concerning earnings, deductions, taxes, vacation, expense reimbursement, etc.;  

4. Ability to research and handle extremely confidential information in a professional and discretionary manner, and effectively communicate the results of that information to employees and/or supervisors in a courteous and timely manner;

5. Ability to monitor and implement changes in third party requirements (i.e., IRS, State tax, FMLA, and State retirement);
6. Must be very detailed-oriented, have strong organizational and analytical skills, and have the ability to prioritize;
7. Ability to prioritize and multitask; ability to follow through with assigned tasks;
8. Ability to keep accurate records;
9. Ability to act as a representative of St. Mary’s County Government to the public;

10. Ability to operate relevant computer systems, including hardware and software, and simple office machines such as copier, fax machine, phone lines;
11. Proficiency in MS Office including Excel and Word required; proficiency with Power Point and Access desired;
12. Experience with enterprise payroll systems; familiarity with integrated systems a plus.

Education and Experience: 
1. Associate’s degree;

2. Three years or more of job related experience;

3. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meeting rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls.


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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HR Representative
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Your signature below indicates that you have received a copy of this position description.
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Employee’s Signature
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