
You are reading the State of New Jersey Job Descript ions. This is not  a Job Vacancy Announcement .

Job Specificat ion 0 6 1 0 2

PAYROLL SUPERVI SOR/ PENSI ON FUND SUPERVI SOR

PAYROLL SUPERVI SOR

DEFI NI TI ON:

 Under direct ion, supervises and coordinates the act ivit ies
 of workers engaged in preparing payrolls;  does related
 work as required.

NOTE:  The definit ion and examples of work
 for this t it le are for illust rat ive  purposes only.
 A part icular posit ion using this t it le may not  perform
 all dut ies listed  in this j ob specificat ion.  Conversely,
 all dut ies perform ed on the job may not  be listed.

EXAMPLES OF W ORK:

 Supervises and coordinates act ivit ies of workers
 engaged in processing t ime cards, compiling
 payroll stat ist ics, maintaining payroll cont rol records,
 recording hours of work, and calculat ing payrolls.

 Reviews personnel records.

 Directs com putat ion of different ial pay according to policy.

 Supervises the exam inat ion and analyses of all regular
 and supplemental payrolls subm it ted by various
 departments for payment  to ensure accuracy of figures,
 correctness of ent r ies, that  deadlines are met , and for
 compliance with established payroll procedures.

 Directs com pilat ion and preparat ion of other payroll
 data such as pension, insurance, bond purchases,
 and credit  union payments.

 Coordinates and processes applicat ions or enrollments
 into pension system,  health benefits program , dental
 insurance and drug prescr ipt ion plan, and so forth.

 Reviews and approves payroll deduct ions.

 Records and processes all payments made to var ious
 health plans.

 I nterprets policies and government  regulat ions in
 connect ion with payroll procedures.

 Checks the preparat ion of annual tax withholding
 statements for accuracy.

 Analyzes payrolls for accuracy before extensions are made.

 Organizes assigned supervisory payroll preparat ion
 work methods.

 Checks and cert ifies payroll informat ion for  completeness
 and accuracy.
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 Prepares work for  pay periods and supervises the
 analysis of pay and at tendance records for each period.

 Supervises the changes on individual pay result ing from
 overt im e, absence, leave of absence, union dues, tax
 changes, social security and pension deduct ions,
 hospitalizat ion and group life insurance  deduct ions,
 garnishees, and at tachments to ensure proper notat ions.

 Balances total payrolls for all departments with accounts
 payable for post ing to the general ledger.

 Maintains and supervises the maintenance of a payroll
 account  system.

 Prepares payroll schedule for dist r ibut ion of pay checks.

 Coordinates all payroll act ivit ies with other organizat ional
 units and with the payroll computer center or facilit y.

 Prepares payroll input  for data processing, ver ifies
 payroll output , and determ ines the cause of and remedies
 errors in coding or input t ing.

 Prepares informat ion for t he preparat ion of the personnel
 budget  by item izing all posit ions that  appear on payroll
 together with the account  number and notat ion of all
 vacant  account  numbers.

 Prepares stat ist ical reports concerning such items and
 informat ion for overt ime expenditures and funds left  for
 future overt ime work and other notat ions of expenditures
 for cont rol of personnel budget .

 Maintains salary increment  cont rol and advises
 employees concerning increments.

 Maintains employee t im e sheets and payroll registers.

 Maintains liaison and correspondence with various
 agencies.

 Answers quest ions concerning employees and
 employee records.

 Determ ines work procedures, prepares work
 schedules, and expedites the work flow of the unit .

 Provides writ ten and oral inst ruct ions and t raining
 to subordinates.

 Assigns dut ies and exam ines completed work for
 accuracy and conformance to policies and procedures.

 Prepares correspondence and maintains records of a
 confident ial nature.

 Prepares stat ist ical, quarterly payroll,   and other  reports
containing f indings, conclusions, and recommendat ions.

 I nterprets and explains rules, regulat ions, policies,  and
 procedures through correspondence,  personal interviews,
 and telephone conversat ions.

 Organizes assigned work and develops effect ive work methods.

 Reviews, checks, and cert ifies reports, applicat ions, and
 other docum ents for correctness.

 Assists in the planning and revision of office procedures.

 Receives, reviews, and adjusts com plaints.
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 Prepares requisit ions.

 Compiles data for budgets and reports.

 Establishes and m aintains essent ial records and files.

 Will  be required to learn to ut ilize various types of
 elect ronic and/ or manual recording and computerized
 informat ion systems used by  the agency, office, or
 related units.

REQUI REMENTS:

 EXPERI ENCE:

 Four (4)  years of experience in the preparat ion of payrolls.

LI CENSE:

 Appointees will be required to possess a driver 's
 license valid in New Jersey only if the operat ion of a
 vehicle, rather than employee mobilit y, is necessary
 to per form  the essent ial dut ies of the  posit ion.

KNOW LEDGE AND ABI LI TI ES:

 Knowledge of rules, regulat ions, and procedures involved
 in the preparat ion of payrolls after  a period of t raining.

 Knowledge of applicable withholding tax procedures and
 those of types of payroll deduct ions after a period of t raining.

 Knowledge of modern office methods, pract ices, rout ines,
 and equipment .

 Abilit y to read, interpret , and apply law, rules, and
 regulat ions in accord with established procedures
 and policies of the unit .

 Abilit y to resolve technical payroll problems.

 Abilit y to work effect ively with others.

 Abilit y to make accurate m athem at ical calculat ions.

 Abilit y to coordinate payroll act ivit ies.

 Abilit y to correct ly apply payroll,   personnel, budget ,
 and account ing codes used in payroll processing.

 Abilit y to maintain essent ial records and files.

 Abilit y to verify  payroll records.

 Abilit y to prepare correspondence and payroll reports.

 Abilit y to organize assigned work and develop effect ive
 work methods.

 Abilit y to provide suitable assignments and inst ruct ions
 to individuals and groups, and to supervise their work
 performance.

 Abilit y to learn to ut ilize various types of elect ronic and/ or
 manual recording and informat ion systems used by the
 agency, off ice, or  related units.

 Abilit y to read, write, speak, understand, or communicate
 in English sufficient ly to perform  the dut ies of this posit ion.
 American Sign Language or Braille may also be considered
 as acceptable form s of  comm unicat ion.
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 Persons with mental or physical disabilit ies are eligible as
 long as they can perform  the essent ial funct ions of the job
 after reasonable accomm odat ion is made to their known
 lim itat ions.  I f the accomm odat ion cannot  be made because
 it  would cause the em ployer undue  hardship, such persons
 may not  be eligible.

 CODES:   LG-02636               CAH/ hw                  1/ 31/ 97

 This job specificat ion is for  Local Government  use only

PENSI ON FUND SUPERVI SOR

 DEFI NI TI ON:

 Under direct ion, performs work involved in processing
 applicat ions for  membership in the ret irement  system ,
 and handles all relevant  receipts and disbursements;
 may superv ise other clerical employees;  does other
 related dut ies as required.

NOTE: The exam ples of work for this t it le are
 for illust rat ive purposes only. A part icular posit ion using
 this t it le may not  perform  all dut ies listed in this job
 specificat ion. Conversely, all dut ies performed on the
 job may not  be listed.

EXAMPLES OF W ORK:

 Assembles and prepares stat ist ical and other materials
 required for reports such as stat ist ics required for
 actuarial study by an outside agency, and stat ist ics
 requested by the Pension System.

 Processes applicat ions for membership including the
 ascer taining of eligibilit y and date of acceptance of
 employees for membership in the ret irem ent  system.

 Drafts correspondence.

 Furnishes pension informat ion to the payroll unit .

 Handles all receipts and disbursements for ret irement  system.

 Processes em ployees pensions.

 Gives assignments and inst ruct ions to em ployees.

 Supervises the establishment  and maintenance of
 records and files.

 Dissem inates pension informat ion.

 Will be required to learn to ut ilize various types of
 elect ronic and/ or manual recording and informat ion
 systems used by the agency, office, or related units.

REQUI REMENTS:

 EXPERI ENCE:

 Three (3)  years of clerical exper ience in the operat ion
 of a public or private pension or insurance program.

LI CENSE:

 Appointees will be required to possess a driver 's
 license valid in New Jersey only if the operat ion of a
 vehicle, rather than employee mobilit y, is necessary
 to per form  essent ial dut ies of the posit ion.
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KNOW LEDGE AND ABI LI TI ES:

 Knowledge of rules, regulat ions, pract ices, and
 procedures involved in the ret irement  system.

 Abilit y to organize assigned work and develop
 effect ive work methods.

 Abilit y to give assignments and inst ruct ions to employees.

 Abilit y to supervise the establishm ent  and maintenance of
 records and files.

 Abilit y to ut ilize var ious types of elect ronic and/ or manual
 recording and informat ion systems used by the agency,
 office, or related units.

 Abilit y to read, write, speak, understand, and communicate
 in English sufficient ly to perform  the dut ies of this posit ion.
 American Sign Language or Braille may also be considered
 as acceptable form s of communicat ion.

 Persons with mental or physical disabilit ies are eligible as
 long as they can perform  the essent ial funct ions of the job
 after reasonable accomm odat ion is made to their known
 lim itat ions. I f the accommodat ion cannot  be made because
 it  would cause the em ployer undue hardship, such persons
 may not  be eligible.

 CODES:  LG -  02639                RKR/ hw                   11/ 26/ 97

 This job specificat ion is for  Local Government  use only.

 TI TLE CODE FOR DUAL TI TLE:    06102       MER       1/ 01/ 01

 This dual t it le j ob specificat ion is for Local Government  use only.
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