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HUMAN RESOURCES PAYROLL SPECIALIST I

DEFINITION

Under general supervision, to perform responsible work in planning and implementing the
County payroll function including personnel operations and activities, coordinating with all
county departments, insurance plans, retirement program management; and to do related work as
required.

DISTINGUISHING CHARACTERISTICS

This is the entry and first working level in the Human Resources Payroll Specialist series which
performs complex and technical personnel assignments. 

REPORTS TO

Human Resources Director

CLASSIFICATIONS DIRECTLY SUPERVISED

None.



HUMAN RESOURCES PAYROLL SPECIALIST I - 2

EXAMPLES OF DUTIES

 Assists County staff and the public by answering inquiries concerning personnel
transactions, policies, and records, as well as availability and types of employment

 Provides new hire orientation and required paperwork for enrollment into related
bargaining unit, health insurance plans, and explains policies and procedures as it relates
to payroll

 Maintains payroll information by designing systems; directing the collection, calculation,
and entering of employee personnel payroll data.

 Updates payroll records by reviewing and approving changes in exemptions, insurance
coverage, savings deductions, and job titles, and department/ division transfers.  Update
payroll database according to specific MOU stipulations.

 Reviews payroll pre calculations of the payroll accounts by resolving payroll
discrepancies making appropriate updates.

 Provides payroll and personnel information by answering questions and requests.

 Maintains payroll guidelines by writing and updating policies and procedures for County
compliance issues.

 Complies with federal, state, and local legal requirements by studying existing and new
legislation; enforcing adherence to requirements; advising management on needed
actions.

 Maintains employee confidence and protects payroll operations by keeping information
confidential, up to date and accurate record keeping.

 Maintains professional and technical knowledge by attending educational workshops;
reviewing professional publications; establishing personal networks; participating in
professional societies.  Stays current with labor laws as related to employee payroll.

 Communicates with other County staff regarding potential problems with payroll data.

 Reviews employees personnel action forms for accuracy and make corrections as needed.

 Calculates employees merits and longevity increases by hours worked and dates of
employment according to County policies.

 Reviews payroll data base, enters related information into the payroll system according to
pay schedules

 Update annual calendar for payroll schedule reflecting payroll periods, paid holidays, and
data base due dates.

 Update calendar year employee benefits for copays for health, dental, vision and life
insurance by bargaining unit, department heads, elected officials, and unrepresented.
Make adjustments in personnel payroll data base and track for accurate payments.

 Calculate, track, and deduct garnishments from employee’s disposable income each pay
period.  Inform employees of garnishment deductions for child support, taxes, vehicle
registrations, etc.

 Assist retiring employees with proper paperwork, update them in the data base system
with appropriate information and provide updated information to the Auditor’s
Department.  May calculate accrued sick leave for conversion to health benefit payments
and enter information into the CalPERS system.
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EXAMPLES OF DUTIES – continued:

 Balance AFLAC and Colonial employees supplemental insurance claims and remit bill to
vendor.

 Prepare and process donation of leave requests and track donated hours according to
personnel policies.

 Update state and federal tax tables in the payroll automated system each year as required
by law and deadline to assure accurate payroll taxes.

 Update classifications pay scales, codes, and needed information to maintain accurate
data base for personnel payroll system.

 Assist with the coordination of the  annual personnel budgeting preparation and
department reports required for  the annual County’s budget approval process

 Coordinate request for unemployment insurance claims, State Disability Insurance,
warrants, and other required payroll coordination

 Manage disability claims coordination for employee payroll and leave banks

 Assist employees with health insurance enrollment applications and process to
appropriate agency for enrollments, enroll in payroll system for payment deductions
according to plan.

 Ensure Auditor’s Payroll Specialist receives copies of personnel records for payroll
processing of paychecks according to deadlines.

 Troubleshoot and update data entry to ensure employees’ payroll information is current
and information maintained in their personnel file as appropriate documentation.

 Organize and sets up deduction codes for all payroll accounts.

 Works with County employees and management, providing a variety of information and
answering questions regarding payroll items, including pay rates,

 Coordinate employee leaves as it relates to employment benefits, Worker's
Compensation, disability, unemployment insurance programs, compensatory time off,
and leave banks and keep accurate records.

 Maintains security and confidentiality of employment and personnel records of all current
and former County employees.

 Coordinate the Affordable Care Act regulations as it relates to health insurance benefits
and the affordability.

 Ensure COBRA insurance is offered to applicable employees and their dependents
coordinate offer with PERS system requirements.

 Track, update, and maintain the current list of position allocations for the County
departments, including allocated positions and filled positions.  

 Contributes to Human Resources team by accomplishing related results as needed.

TYPICAL PHYSICAL REQUIREMENTS

Sit for extended periods; frequently stand and walk; normal manual dexterity and eye-hand
coordination; corrected hearing and vision to normal range; verbal communication; use of office



equipment including computers, telephones, calculators, copiers, and FAX.
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TYPICAL WORKING CONDITIONS

Work is performed in an office environment; continuous contact with staff and the public.

DESIRABLE QUALIFICATIONS

Knowledge of:

 General knowledge of County personnel policies and functions.
• Policies, procedures, requirements, and method used in a payroll system.
• Principles and methods of financial and statistical recordkeeping.
• Uses of computers in payroll processing
• Laws, rules, and regulations governing financial and payroll procedures and

recordkeeping.
• Office methods, procedures, and equipment.
• Correct English usage, spelling, grammar, and punctuation.

 Laws, rules and regulations affecting the County's personnel programs.
• County hiring procedures, including procedures used by the California

Interagency Merit System.
• General organization and functions of County government.
• Personnel administration principles, practices, methods, and techniques
• Establishment and maintenance of filing and information retrieval systems.
• Personal computers and software applications related to administrative support

work.

Ability to:

 Performs a wide variety of difficult and complex financial and statistical work
required for County Payroll.

• Interpret and apply rules, laws, and policies governing payroll administration.
• Reconcile discrepancies in payroll and financial records
• Make arithmetical calculations quickly and accurately.
• Operate a variety of computing and office equipment.
• Perform difficult and complex personnel work involving use of considerable

amount of independent judgment.
• Interpret, and apply a variety of rules, laws, and policies.
• Identify and handle confidential information.
• Use a personal computer and appropriate software for wordprocessing,

recordkeeping, and administrative functions.
• Deal tactfully and courteously with County staff, representatives of outside

agencies, and the general public.
• Establish and maintain professional working relationships at all times.
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Training and Experience:

Qualifications needed for this position:

Two (2) years of responsible experience performing a variety of administrative, fiscal, and
analytical work in a local government personnel or administrative office, including one (1) year
of payroll processing.

OR

Graduation from accredited College or University with an Associate’s degree in Accounting,
with one (1) year of payroll processing or clerical accounting experience which required close
attention to detail.

Special   Requirements:  Must possess a valid driver’s license at time of application and a valid
California Driver’s License by the time of appointment.  The valid California License must be
maintained throughout employment.

All County of Plumas employees are designated Disaster Service Workers through State law
(California Government Code Section 3100-3109). Employment with Plumas County requires
the affirmation of a loyalty oath to this effect. Employees are Required to complete all Disaster
Service Work related training as assigned, and to return to work as ordered in the event of an
emergency.
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