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ACCOUNTS, BENEFITS AND MERIT SYSTEM PAYROLL SUPERVISOR








KIND OF WORK:  This is specialized fiscal and supervisory work directing and coordinating the checking and approval of payrolls for all Mobile County Merit System jurisdictions, preparing and maintaining the Mobile County Personnel Department budget, fiscal records and reports, and assisting in the development of and maintaining the employee benefits program for the Mobile County Personnel Department employees.





DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for performing complex, difficult and responsible bookkeeping and payroll duties and for providing the final check on the fiscal transactions for the department.  Work is performed using considerable independent judgement in accordance with established accounting procedures under the general supervision of the Personnel Director.  Supervision is exercised over office assistants and other employees as assigned.





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.)  Plans, directs and supervises the work of subordinates; assembles information for posting to proper accounts; instructs clerical staff on departmental operations; processes requisitions; verifies the accuracy of invoices; compiles data and prepares budget reports; assists in the preparation of the annual budget; coordinates and verifies payrolls for all jurisdictions; prints out expenses; supervises the billing of accounts and processing of invoices; posts and balances accounts receivable and payable; prepares monthly and quarterly financial reports; manages insurance and pension programs for the Mobile County Personnel Department; maintains employee benefits records;  conducts workman's compensation audits; posts personnel actions and follows up as necessary; prepares and verifies time reports; handles difficult complaints and problems; conducts end of month and end of year procedures; controls chart of accounts year-to-date expense listing; ensures that policies and rules are followed for personnel actions; coordinates clerical functions with data processing staff; performs related work as required.





ESSENTIAL REQUIREMENTS OF THE WORK:  Thorough knowledge of clerical accounting procedures; thorough knowledge of payroll procedures; thorough knowledge of modern office equipment; thorough knowledge of business math; ability to make arithmetical computations quickly and accurately; ability to operate and utilize computers and other office equipment; ability to compile and present budget data; ability to prepare fiscal reports; ability to plan and supervise the work of others; ability to follow written and oral instructions; ability to establish and maintain effective working relationships with officials, employees and the general public.





MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a bachelor's degree from a recognized college or university in business administration, accounting or a related field, and a minimum of three years' responsible bookkeeping and payroll experience; or a combination of education and experience equivalent to these requirements.    








Adopted:	09/08/98                                      	WTP:  1 year
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