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PAYROLL MANAGER
KIND OF WORK:  This is responsible administrative work involving the management of the Payroll Department for the City of Mobile.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for planning, organizing and directing the work activities of an assigned staff in the efficient delivery of various payroll functions, including, but not limited to, payroll registers and checks, voluntary and involuntary deductions, payroll taxes, worker's compensation payments and unemployment claims.  Work is performed in accordance with established guidelines and procedures under the general supervision of the Comptroller or other designated superior within limits set by law and policies.  Supervision is exercised over subordinate payroll personnel.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Supervises the personnel and the day-to-day operations of the Payroll Department; develops, defines and measures monthly and yearly objectives, goals and activities for the Payroll Department; serves as primary contact of the City with all departments and outside agencies regarding payroll procedures and deduction programs; develops and maintains payroll and deduction records, worker's compensation payment information, unemployment claim information and education reimbursements; assures that payrolls and related tax payments are prepared in an accurate and timely manner; balances bi-weekly payrolls and posts totals to ledger; balances voluntary and involuntary deductions to ensure accuracy; oversees the processing of electronic transfers of funds; processes supplemental payrolls; analyzes and evaluates laws and regulations impacting payroll, taxes and deductions; generates reports concerning payrolls, taxes and deductions; establishes control procedures for payroll and related reports and remittances; acts as representative for the City of Mobile at various training and committee meetings; coordinates activities with the City of Mobile Human Resources Department, outside agencies, department heads, payroll clerks, employees and family members; makes recommendations for program changes and improvements; composes correspondence and reports on related payroll issues; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of accounting and internal control procedures; good knowledge of federal, state and local payroll tax laws; good knowledge of the regulations and policies governing payroll and deduction administration; good knowledge of involuntary deduction and unemployment compensation laws; good knowledge of payroll management practices and procedures; ability to analyze, utilize and improve computer procedures to improve the efficiency of work; ability to make sound decisions regarding payroll matters and applicable laws, regulations and policies; ability to organize and direct the work of others; ability to prepare and submit comprehensive reports, both orally and in writing; ability to establish and maintain effective working relationships with public officials, department heads, employees and outside agencies.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in accounting, business administration or closely related field, and a minimum of five years’ responsible experience in financial administration to include at least one year experience in payroll administration; or a combination of education and experience equivalent to these requirements.
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