JOB POSTING
WARRICK COUNTY AUDITOR

POSITION:  			PAYROLL DEPUTY
WORK SCHEDULE: 	8:00 A.M. – 4:00 P.M.
JOB CATEGORY:		COMOT (Clerical, Office Machine Operation, Technician)
STATUS:			FULL-TIME
FLSA STATUS:		Non-Exempt

The following essential job functions comprise a summary of job duties, requirements, and responsibilities contained in the job description prepared for this position.  The job description will serve as the primary document in the selection and hiring process; and constitutes the context for incumbent job performance and evaluation.   To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

ESSENTIAL FUNCTIONS:

· [bookmark: _GoBack]Processes bi-weekly County Payroll, verifying calculations, signatures, deductions, and account numbers, entering on computer, preparing related claims and reports, reconciling accounts, communicating with other departments to resolve problems
· Print, sorts and distributes payroll checks, and types and forwards related checks/electronic transfers, such as garnishments, voluntary deductions, social security and withholding.  Prepares quietuses to deposit payroll deductions in appropriate fund accounts; reconciles insurance and union billings for various departments 
· Calculates and processes various income tax deposits, such as federal, state, and county taxes, FICA and Medicare, including preparing and submitting related reports according to legal requirements and guidelines
· Assists in administering employee benefits programs, including distributing and providing information, assisting personnel with enrollment forms, entering data and deductions on computer, preparing and processing claims/vouchers; maintains personnel records, including entering new/revised information on computer and filing forms
· Periodically answers telephone and greets department visitors, providing information, assisting with forms, payments, or directing/ transferring to appropriate individual or departments as needed
· Verifies payments and creates quietus forms
· Completes various year-end procedures, including reconciling payroll accounts, printing, balancing and distributing W-2 forms, completing/mailing income forms to vendors, completing/forwarding reports as required, calculating and entering salaries and appropriations for new year, preparing salary list for publication, prepare and mail change of venue billings to other counties

REQUIREMENTS:

· High school diploma
· College preferred or equivalent work experience
· Proficient in Word, Excel and Windows
· Working knowledge of basic accounting principles and ability to perform simple mathematics, maintain accurate records and prepare reports and forms
· Working knowledge of department and standard office policies and practices and ability to apply such knowledge to a variety of interrelated processes, tasks and operations
· Working knowledge of English grammar, spelling, punctuation and ability to type with speed and accuracy and properly operate a variety of standard office equipment including computer, printer, telephone, fax machine, typewriter, copier and calculator
· Ability to work rapidly for long periods, work on several tasks at the same time and complete assignments effectively amidst frequent distractions and interruptions 
