12-10-93 PAYROLL SUPERVI SOR, 1170

Summary of Duties: Assigns, reviews, and eval uates the work of
enpl oyees engaged in payroll preparation; applies sound

supervi sory principles and techniques in building and

mai ntai ning an effective work force; fulfills affirnmative action
responsi bilities; and does rel ated work.

Di stinguishing Features: An enployee of this class either has
responsibility for supervising payroll preparation in a |large
departnent of the Gty governnment, or supervises and assists in
audi ting payroll anmounts and anal yzi ng and resol vi ng

di screpancies on all Gty payrolls in the Controller's Ofice. A
Payrol | Supervisor nust be thoroughly famliar wth

Adm ni strative Code, MM, Charter and ordi nance provisions, and
the rules and procedures pertaining to payrolls of the
departnent in which an incunbent is enployed. The positionis
one of considerable trust and responsibility in the formul ation
of recomrendations which serve as a basis for inportant actions.

| ncunbents in the class of Payroll Supervisor, as bona fide
supervi sors, are distinguished fromlead workers in that they
are responsible for the performance of the full range of
supervisory activities including the application of discipline,
processi ng and resol ution of grievances, and eval uati on of

per f or mance.

Exanpl es of Duties: A Payroll Supervisor:

Supervi ses preparation or audit of payroll docunents in a
| arge departnent or in the Controller's Ofice.

Supervises the verification of active enployee and retiree
payrol | s and mai nt enance of personnel docunents for
conpl i ance wi th personnel ordinance authority.

Processes and verifies mleage and carfare docunents.
Reconci | es departnent payroll data with Controller's
payrol | records.

Mai nt ai ns check nunber control and cost accounting records
and supervi ses the naintenance of filing systens on
personnel and sal ary ordi nances, Council resolutions, Gvil
Service Conmm ssion Rules, and payroll correction letters.
Advi ses supervisors and others regardi ng payrol | probl ens
and procedures.

Super vi ses nai nt enance of personnel, vacation, enployee
mleage, tinme reporting, injury, sick time, and autonobile
i nsurance records.

Trai ns enpl oyees in proper tinekeeping nethods, personne
docunent s, and payrol | procedures.

Acts as liaison with offices in coordinating payrol
reporting procedures.

Bal ances and audits the checks to be issued to deduction
gr oups.



Arranges wor ki ng schedul es, vacations, and tine off.

Eval uates quantity and quality of work of subordi nates.

I nstructs departnents in Controller's autonmated processing
capabilities.

Devel ops work sinplification procedures.

Assi sts enpl oyees in preparing for pronotion as descri bed
inthe Qty's Affirmative Action Program

Comuni cat es equal enpl oynent/affirnmative action
information to enpl oyees.

Applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and

di sci pl i ni ng subordi nat es.

May occasionally be assigned to other duties for training
pur poses or to neet technol ogi cal changes or energencies.

Qualifications: Incunbents nust have the follow ng know edges
and abilities:

A good know edge of:
Payrol | provisions of the Gty Charter, Gty ordinances,
and Adm ni strative Code including the Conpensation Plan for
the Fire and Police Departnents.
Time and payroll records keepi ng procedures, and payrol
processi ng by data processi ng nachi nes.
G fice practices and procedures, including filing,
i ndexi ng, and cross-referencing.
Commonl y used of fice nmachi nes and devi ses.
Supervisory principles and practices including: planning,
del egating, and controlling the work of subordi nates.
Techni ques of training, instructing, and eval uating
subor di nate' s wor k performance.
Techni ques for counseling, disciplining, and notivating
subor di nat e personnel .
Qi evance handl i ng procedures.
Supervisory responsi bility for equal enpl oynent opportunity
and affirmative action as set forth in the Gty's
Affirmative Action Program
Ef fective safety principles and practi ces.

A wor ki ng know edge of:
Procedures and practices in budget preparation and control,
payrol | conputation, and in personnel managenent.
A erical accounting and bookkeepi ng.
El ectroni c data processi ng nmet hods, equiprent, principles,
and applications related to payroll systens.
Laws and regul ation related to equal enpl oynment opportunity
and affirmative action.
Menor anda of understanding as they apply to subordinate
per sonnel .

A general know edge of:
Gty personnel rules, policies and procedures.

The ability to:



Conpose letters, maintain records, and prepare reports.
Deal tactfully and effectively with public officials and
Gty enpl oyees.
Establish and naintain a work environnent to enhance both
enpl oyee noral e and productivity.

The physical ability to:
Efficiently review, interpret, and edit a large daily
vol une of payroll related and ot her docunents, that may
wei ght up to 25 pounds;
Efficiently obtain and interpret information stored in
mai nfrane and personal conputers;
Communi cate effectively w th subordi nates, supervisors, and
others for purposes of insuring proper and timnely
conpl etion of assigned work, evaluating enpl oyee
performance, selecting new enpl oyees, training, resolving
conflicts, conducting and/ or providing information at
nmeetings, and other job-related activities;

Persons with disabilities may be able to performthe essenti al
duties of this class with reasonabl e accommodati on. Reasonabl e
accommodation will be evaluated on an individual basis and
depend, in part, on the specific requirenents for the job, the
[imtations related to the disability, and the ability of the
hiring departnment to reasonably accommodate the limtations.

M ni mum Requi renents:

Two years of full-time paid office clerical experience in a
class at least at the level of Senior Aerk including at |east
one year of experience in the preparation, processing, and

mai nt enance of payroll docunents, records, and reports.

License: Awvalid California driver's |license may be required.

Fair Labor Standards Act Status:

Al positions in this class qualify for an executive exenption
fromthe m ni numwage and overtine provisions of the Fair Labor
St andards Act.

As provided in CGvil Service Comm ssion Rule 2.5 and
Section 4.55 of the Adm nistrative Code, this specification
is descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties,
responsibilities, and required qualifications of any
position shall be.



