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PAYROLL 

TECHNICIAN 
Salary: $6,030 - $7,330/month 

Bargaining Unit:  AFSCME 2700 
FLSA Status:  Non Exempt 

 
 
 

 

 
 
 
 
 
 
 

 

          DESCRIPTION & CHARACTERISTICS: 
This class is designed to accomplish necessary and useful administrative work 
and assigned tasks on behalf of the Fire District under direct supervision.  
 
IDENTIFYING CHARACTERISTICS 
The Payroll Technician is the full journey-level technical support classification in 
the administrative program support class series. Positions allocated to this class 
are responsible for providing programmatic and administrative support services 
to the entire District. Payroll Technicians work on projects with a defined scope 
and moderate to intermediate complexity. This class interacts regularly with 
District employees and provides strong support and problem solving. Employees 
at this level receive only occasional instruction or assistance as new or unusual 
situations arise, and are fully aware of the operating procedures and policies of 
the work unit. The Payroll Technician reports to the Business Services Manager.
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DUTIES & RESPONSIBILITIES: 
 

The following duties are typical for this classification. Incumbents may not 
perform all of the listed duties.  Incumbents may be required to perform 
additional duties and/or different duties from those set forth below to address 
business needs and changing business practices.  

 
1. Receives, reviews, verifies and processes time recording and payroll 

documents to prepare payroll in compliance with Federal, State and District 
policies, procedures and regulations, and in compliance with District 
Memoranda of Understanding and employee contracts for all District 
employees. 

2. Processes, calculates and maintains records of a variety of payroll actions, 
including new-hire set up, retroactive pay, wage garnishments, workers' 
compensation adjustments, long term disability adjustments and final 
paychecks and pay-offs based on appropriate provisions. 

3. Submits payroll data to the contracted payroll service; verifies checks and 
data produced by the service and distributes them as required. 

4.  Verifies pay rate changes, salary increases, incentive and/or premium pay 
and benefit withholdings. Prepares payroll checks and wire 
transfer/electronic deposits, researches and processes unclaimed payroll 
checks. 

5. Maintains records of employee payroll deductions, retirement, insurance 
choices, garnishments, and other factors related to payroll. 

6. Prepares, reconciles and maintains a variety of periodic and special 
financial reports related to various tax obligations, retirement accounts, 
and financial and insurance programs, including quarterly tax reports, 
annual tax reports and W-2's, EDD reports, and workers' compensation 
documentation. 

7.  Computes, controls and records information relative to employee leaves 
such as vacation, sick, holidays and administrative leave; retains records 
of such payments. 

8. Computes and processes claims for payment and prepares related reports 
relative to benefits and other contributions by the District on behalf of 
employees such as retirement, insurances and union dues; retains records 
of such payments. 

9. Assists management, employees, and outside agencies with payroll 
questions and requests with regard to compensation, leaves, claims, 
taxes, retirement, MOU interpretation and other issues related to payroll 
functions; researches and resolves issues related to payroll, leave 
balances, benefit and other deductions and other payroll related matters. 

10.  Organizes, updates and maintains complex personnel records, including 
employee, personnel and medical files; audits and processes personnel 
action forms. 

11. Operates a variety of office equipment including copiers, facsimile 
machine, and computer; utilizes various computer applications and 
software packages; inputs, maintains, and utilizes data to develop reports 
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using spreadsheet software; manages assigned database; maintains and 
generates reports from a database or network system; creates, formats, 
and revises charts, graphs, flowcharts, worksheets, booklets, brochures, 
and forms using word processing, desktop publishing, and other computer 
applications; organizes and maintains disk storage and filing. 

12. May recommend improvements in work flow, procedures, and use of 
equipment and forms; implements improvements as approved; develops 
and revises office forms and report formats as required. 

13. May assist in coordinating and monitoring assigned budgets and 
contracts; compiles annual budget requests. 

14. May perform a variety of general bookkeeping and clerical accounting 
duties and responsibilities involved in financial record keeping and 
reporting for assigned area; maintain a variety of accounting records, logs, 
and files; verify, balance, and adjust accounting records. 

15. Performs related duties as required. 
 

        QUALIFICATIONS: 
Knowledge of: 

 Principles and practices of payroll preparation, reporting and 
maintenance. 

 Overall operations of a payroll department, including activities relating to 
wages, salaries, attendance, employee benefits including workers' 
compensation, automated payroll systems and other payroll transactions. 

 Applicable federal and state employment laws, rules, and regulations. 

 All office practices, procedures and methods, including but not limited to 
recordkeeping, data entry, filing, and telephone procedures, computers 
and applicable software applications such as Microsoft Office programs 
including Excel, Word, PowerPoint, and payroll databases. 

Skills in: 

 Providing excellence in customer service and effective conflict resolution. 

 Communicating effectively in English, both orally and in writing. 

 Using tact, discretion, and good judgment in the handling of sensitive and 
confidential information. 
Ability to: 

 Interpret, apply, explain and ensure compliance with applicable Federal, 
State, local and District laws, rules, regulations, policies and procedures 
of accounting, payroll processing, employee record-keeping functions, 
basic employee benefits processes, and Memoranda of Understanding. 

 Accurately perform payroll, timekeeping and personnel processing duties. 

 Review, post, balance, reconcile and maintain payroll and other financial 
data. 

 Prepare and maintain confidential employee personnel and payroll 
records. 

 Perform a high volume of work effectively, accurately and with a high 
attention to detail; meet rigorous, recurring deadlines. 
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 Maintain strict confidentiality and exercise discretion; maintain a high level 
of integrity when dealing with sensitive and complex payroll issues. 

 Collect, evaluate and interpret varied information and data, either in 
statistical or narrative form; interpret documents, agreements and 
contracts; interpret and apply laws, regulations, policies and procedures. 

 Organize, research and maintain complete and extensive records, reports 
and files (paper and electronic). 

 Understand and follow oral and written instructions; communicate clearly 
and concisely. 

 Establish and maintain effective and collaborative working relationships 
with those contacted in the course of the work; deliver outstanding 
customer service in difficult and sensitive situations.  

 Work independently and effectively under pressure with frequent 
interruptions. 

 Make accurate mathematical and financial computations as it relates to 
account payroll and other job functions. 

 Organize own work, set priorities and meet critical time deadlines. 

 Operate office equipment including computers and supporting word 
processing, spreadsheet and database applications with reasonable 
speed and accuracy (e.g. Microsoft Office, ADP, etc.) 

 
Education and Experience Guidelines - Any combination of education and 
experience that would likely provide the required knowledge and abilities is qualifying. 
A typical way to obtain the knowledge and abilities would be: 

 
Education/Training: 

 Sixty (60) semester hours of college-level course-work in human resources, 
public administration, accounting or a related field and two (2) years of payroll 
processing experience OR 

 Any combination of education, training and experience that demonstrates the 
ability to perform the duties of the position. 

Experience: 
 At least two (2) years of recent experience processing payroll. 

License or Certificate: 

 Certified Payroll Professional (CPP) preferred. 

 Possession of an appropriate driver's license may be required. 
 
 

PHYSICAL DEMANDS & WORKING ENVIRONMENT: 
 

Environment: Work is performed primarily in a standard office environment; 
occasional fieldwork may be required. 
 
The District makes reasonable accommodations upon request, when necessary in 
order to allow qualified employees with disabilities to perform the essential functions 
of their job.    


