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Position Description 

 

Employee Name:  Position: Payroll Coordinator 

Supervisor: Senior Accountant Core Hours: Monday-Friday, 8:00 a.m. – 5:00 p.m.; 
additional time required for special payroll cycles 

Department: Controller’s Office Division: Finance & Administration 

FLSA Status: Exempt FLSA Exemption Test: Professional 

 
General Duties: 
The Payroll Coordinator holds primary responsibility for payroll data entry, review, and submittal, 
payroll report writing and reconciliations, check processing, addressing payroll questions and 
inquiries, and maintaining accurate and complete payroll files. 
 
Essential Job Function:  
1. Prepares, edits, enters and balances all payrolls for College administrators, faculty, staff, and 

students.  This includes time reconciliations for bi-weekly paid staff; 
2. Prepares payroll checks for distribution; 
3. Complete proper federal, state, and local quarterly tax reports; 
4. Remits federal taxes required to be paid with each payroll including preparation of federal 

coupon; 
5. Reconciles payroll bank accounts monthly; 
6. Prepares all employee W-2 forms on an annual basis. Reconciles to the general ledger and 

remits to employees on a timely basis; 
7. Calculates partial payments for new hires, terminations, and retro payments due to status 

changes; 
8. Calculates vacation payout dollar amounts; 
9. Researches and enters in locality tax information; 
10. Reviews and confirms EIT tax exemption forms; 
11. Enters occupational privilege tax deductions; 
12. Enters in W-4 exemptions, and additional tax withholding amounts; 
13. Manages and enters branch bank information for direct deposit accounts; 
14. Enters new direct deposit accounts and current employee status changes related to payroll; 
15. Reviews and corrects direct deposit accounts that return direct deposit funds on the College 

bank reports; 
16. Enters in salary advance deductions; 
17. Represents the payroll function in collaborative divisional meetings; 
18. Handles PSID transfers; 
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19. Engages with HR/Payroll vendor customer support to troubleshoot and resolve payroll issues; 
20. Performs other related duties and projects as assigned. 
 
 
OTHER ESSENTIAL JOB FUNCTIONS 
1. Demonstrates ability to look for inefficiencies and offers suggestions to improve work processes 

and procedures; 
2. Attends payroll trainings and programming to keep payroll skills and knowledge current; 
3. Assists with College events as needed (i.e. Commencement); 
4. Maintains open communication channels to foster a harmonious working environment; 
5. Maintains accurate and complete payroll records in an organized and efficient manner; 
6. Assists on special projects within the finance department as needed; 
7. Other duties that may be assigned. 
 
PHYSICAL DEMANDS 
The physical demands described below 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. 
 
While performing the duties of this job, the employee is regularly required to use hands to handle, 
or feel; reach with hands and arms; and talk and hear. The employee is required to stand; walk; sit; 
and is occasionally required to climb or balance; stoop, kneel, crouch, or crawl. The employee must 
frequently lift and/or move up to 10 pounds. Specific vision abilities required by this job include 
close vision, peripheral vision, and ability to adjust focus. 
 

OCCASIONALLY-0-35% OF 
TIME 

FREQUENTLY-36-74% OF TIME CONSTANTLY-75% OF TIME 

Stand Sit  

Walk Lift/Carry/Push/Pull 0-10 lbs.  

Drive   

Reach   

Bend   

Climb   

Crawl   

Squat   

Lift/Carry/Push/Pull 11-50 
lbs. 

  

 
WORKING CONDITIONS 
1. Primarily administrative with exposure to toners and ink cartridges; 
2. Seasonal displays may include hay, leaves, flowers, pine needles, etc.; 
3. Some College events are held outdoors, which are subject to various weather conditions (heat, 

cold, wind, rain, snow). 
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QUALIFICATIONS / PREREQUISITES 
 
1.  COMMUNICATION 

a. Ability to effectively communicate with various constituents of the College, faculty, staff, 
students, supervisors, management and co-workers using strong and understandable 
language skills verbally, in reading, written work and comprehension; 

b. Communication must be professional, consistent with College values, mission and culture; 
c. Must be able to read, speak, write, and fully communicate in English; 

 
2.  SKILLS 

a. Ability to read, analyze, and interpret directives and instructions; 
b. Strong working knowledge of current local, state and federal wage and hour laws and 

regulations; 
c. Ability to acquire working knowledge of College policies and procedures, and be able to 

effectively communicate their intent as it relates to payroll; 
d. Ability to perform simple and complex mathematical calculations; 
e. Ability to respond professionally to inquiries from faculty, staff, students, management, 

vendors, consultants and Board members in a timely manner; 
f. Ability to work with the highest level of honesty and integrity; 
g. Ability to work with the highest level of confidentiality; 
h. Advanced computer skills including MS Office applications (Word, Excel, Outlook); 
i. Advanced payroll database management skills and experience; 
j. Professional telephone etiquette skills; 
k. Ability to represent the department and College professionally. 

 
3.  EMPLOYMENT EXPERIENCE 

a. 3+ years’ related payroll experience required; 
b. 2+ years’ payroll database experience required; 
c. 2+ years’ experience working in non-profit or Higher Education desirable. 

 
4.  EDUCATION 

a. Bachelor's degree in related business field required; or, combination of related significant 
work experience and education; 

b. Current payroll certifications, up-to-date continuing education credits and on-going 
professional development highly desirable.  

 
4.  LICENSES 

a. Valid Driver’s License. 
 


