Bullwhackers

Job Description







DATE: July 1994

JOB TITLE:  Payroll Clerk I

 
DIVISION: Accounting
JOB CODE:   510130



DEPARTMENT: Finance
FLSA: Non-exempt 

GRADE:  NO

LOCATION: Denver West

POSITION REPORTS TO:  Payroll Supervisor
SUMMARY:
To perform payroll operations accurately and promptly.   To perform all responsibilities in compliance with various federal and state regulations and changes in regulations.  To perform responsibilities in compliance with the Colorado Limited Gaming Act.  

ESSENTIAL JOB DUTIES AND RESPONSIBILITIES :

1.
Within the realm of the responsibility of the job, maintains a clean and safe work environment.  Performs duties in compliance with safety procedures, which includes use of safety equipment.  Incumbents are responsible for following safety procedures, identifying unsafe practices or conditions and informing their supervisor or the Safety Committee of unsafe conditions, as directed.

2.
Performs duties including balancing and controlling earnings and deductions totals, inspecting automated system output such as registers and standard reports, determining and correcting out-of-balance conditions.

3.
Calculates military and jury duty pay, and processes garnishments and levies.

4.
Performs the full range of record keeping and payroll processing activities, including general file maintenance, computing wage and overtime payments, calculating and recording various payroll deductions, processing requests for paycheck advances, and processing terminations.

5.
Accumulates and records the use of flex pay for vacations, sick pay and various leaves of absence.

6.
Administers policy and procedures set forth by the finance department.  Obtains proper authorization for all transactions.

7.
Assists in the preparation of daily, monthly and year-end management reports, as requested.

8.
Performs various duties, including: checking and auditing time keeping records for conformance with established standards, maintaining time and attendance records, entering data to payroll or time keeping system, posting changes in tax states and miscellaneous deductions.

9.
Maintains a general awareness of payroll operations at all times.  Keeps supervisor informed of any concerns.

10.
Complies with established security policies and procedures.  Informs supervisor of any concerns. 

11.
Performs routine office or clerical duties, including: filing coding, posting and typing.

12.
Performs other duties, including special projects, as needed and directed.

JOB CODE:   510130
DATE CREATED/REVISED: July 1994


JOB TITLE:  Payroll Clerk I


QUALIFICATION REQUIREMENTS:

Demonstrated knowledge of and experience performing: accounting, general ledger recordkeeping, payroll related taxation, using various payroll related software, and complying with various labor laws as which relate to payroll operations.  Demonstrated experience performing within specific deadlines or under pressure.  Demonstrated  experience problem solving, and organizing and prioritizing work.

EDUCATION AND/OR EXPERIENCE:

Graduation from High school, or equivalent, with a demonstrated math/accounting aptitude.  Two (2) to three (3) years of recent and related bookkeeping/accounting/payroll experience.  Demonstrated knowledge and experience with Ceridian and Kronos software is desired.
LANGUAGE SKILLS: Demonstrated effective and diplomatic oral and written communication skills using English. 

REASONING ABILITY: No decision making is required beyond scope of essential duties.
CERTIFICATES, LICENSES, REGISTRATIONS:  None.

OTHER SKILLS/ABILITIES: Demonstrated knowledge of payroll software systems.  Demonstrated ability to perform basic mathematical computations, 10-key operation by touch.  Typing skill of 45 wpm.

PHYSICAL DEMANDS:  Essential duties involve sitting while completing paperwork or using a computer; and kneeling, squatting.  Essential duties require lifting up to 30 pounds to stack, store or move general office supplies and equipment.  Essential duties involve a standard work week with additional hours occasionally required.

WORK ENVIRONMENT:  Essential duties involve working in an inside office environment.

MATERIALS AND EQUIPMENT DIRECTLY USED:  General office supplies and equipment, including but not limited to: computers, printers, fax machines, photocopiers, calculators, staplers and tape.
Prepared by: 
______________________    Date: _______________________

