


MID-OHIO EDUCATIONAL SERVICE CENTER
JOB DESCRIPTION


Date:			November 20, 2018
Title:			Payroll Manager
Reports To:		Treasurer
Employment Status:	Full-time
Days:			260
FLSA:			Non-Exempt

    
QUALIFICATIONS

Minimum five (5) years public administration accounting experience including three (3) years of experience with state accounting software, specifically Uniform School Payroll Software (USPS).  Strong technology skills. Proficient with spreadsheets (EXCEL) and word processing software.  Ability to filter, sort, query and analyze data. A valid Ohio Department of Education Treasurer’s license preferred. A strong attention to detail with ability to: maintain accurate and complete records, meet deadlines, possess a working knowledge of state and federal payroll law as it relates to government employees, work well with others, communicate both written and verbally, and maintain strict confidentiality.


GENERAL DESCRIPTION

Process and balance twenty-four (24) pays/year and all associated payroll records and reports in a timely manner.


ESSENTIAL FUNCTIONS/SKILLS

· Maintain all monthly, quarterly and annual reports, employee W-2 forms, ODJFS reports, retirement system records and reports, payment of all payroll taxes and completion of all required reports.
· Input/process all new employee information into USPS system, including contract information and salary notification.
· Process all employee payroll information pertaining to termination/retirement.
· Uphold board policies and follow administrative guidelines/procedures.
· Maintain accurate record of all employee deductions.
· Maintain accurate record of employee sick leave, personal leave and vacation leave.
· Process employee enrollment forms for retirement/other in a timely manner.
· Maintain proper account codes, issue wage change notices, maintain USPS job calendars.
· Oversee EMIS staff input into USPS.
· Work collaboratively with Human Resources to improve workflows and processes.
· Assist with ACA reporting.
· Assist auditors by providing requested statements and information.
· Other duties as assigned by Treasurer.


PERSONAL QUALITIES AND ATTRIBUTES

· Participate in professional development that relates to the position.
· Maintain a professional manner and high ethical standards.
· Accept responsibility and maintains accountability.
· Exhibit a positive outlook and contributes to a positive work environment
· Take initiative.
· Exhibit a customer service mentality and be responsive to internal and external client requests for service.


WORKING CONDITIONS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
· Adjust work hours necessary to complete duties
· Occasional exposure to blood, bodily fluids, and tissue 
· Occasional operation of a vehicle under inclement weather conditions 
· Occasional interaction among unruly students/adults, including the need to intervene physically in crisis prevention
· Physical abilities include sitting for extended periods, talking/hearing, near and far visual acuity/depth perception/color vision/field of vision required
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