2011.120
JOB DESCRIPTION

Position Title:  


Payroll Clerk



Department:    


Finance





Immediate Supervisor:      

Finance Director

Department Supervisor:

CFO

Position Summary

This position is responsible for the completion and oversight of the Tribe’s payroll function.  This position performs a variety of manual and automated fiscal recordkeeping tasks.  A strict attention to detail, strong organization and effective time management skills are a prerequisite for this position.

This position processes, balances and enters financial source documents, and completes payroll account reconciliations.  This position is responsible for the timely preparation and submission of all required payroll reports and tax returns for local, state and federal tax reporting, including the W-2s. This position reconciles the payroll system records to the appropriate general ledger accounts. 

Minimum Qualifications
High school diploma or GED

Must be able to pass a pre-employment drug screening and background check

Proven ability to manage and safeguard highly confidential information

Working knowledge of Microsoft Office products (Excel, Word, Outlook)

Working knowledge of general office equipment (copier, fax, scanner, etc.)

Word processing skills, 35 to 40 words per minute

10-key skills

Must be deadline driven with a strong attention to detail

Must be highly organized

Must be able to lift 35 lbs.
Demonstrated excellent attendance record and work ethic in prior positions (i.e., prompt, dependable, dedicated, etc.)
Demonstrated ability to communicate effectively, orally and in writing.

Demonstrated ability and aptitude to work consistently in a professional manner.

Demonstrated ability and willingness to follow directions, work as a team player, and when needed, to work with limited supervision.

Preferred Qualifications
Previous payroll experience

Governmental fund accounting experience

Experience with MIP Accounting Software and electronic timesheets

Subordinate Summary

This position reports directly to the CFO.  Oversight of this position’s duties will be performed by the Finance Director and CFO.  This position works closely with Human Resources and coordinates with various tribal programs for compliance purposes.

Job Duties and Responsibilities

1. Payroll Processing/Committee and Board Pay

a. Maintain and safeguard records of all payroll related accounts and subsidiary accounts necessary to comply with all applicable local, state, and federal tax regulations and requirements.

b. Checking and auditing timekeeping records prepared by tribal departments and committees for accuracy and compliance with established standards and policies and procedures.

c. Maintains and develops payroll processing procedures.

d. Responsible for maintaining accuracy of payroll software and payroll processing procedures.

e. Ensures at the completion of each pay cycle, payroll is balanced, tax payments to the federal and state agencies have been submitted timely, paychecks and direct deposits are printed and distributed.

f. Enters and corrects payroll records, as necessary.  Documentation of any changes to payroll records, manual or electronic, must be documented in writing and maintained in accordance with the Tribe’s document retention policy.

g. Verifies data entry for accuracy.

h. Prepares and submits all monthly, quarterly, and annual payroll reports within required time constraints.

i. Prepares annual W-2s for all employees.

j. Reconciles quarterly and annual tax returns to the general ledger.

k. Only records time for authorized individuals into the timekeeping system and records to properly authorized fund/program numbers.


2. Leave Processing

a. Maintains Paid Time Off (PTO) records.

b. Provides reconciliation of leave balances (PTO) for audit and employees.

c. Completes PTO payouts per the published schedule.

d. Prepares the PTO leave liability after each payroll.

e. Reconciles the PTO leave liability to the general ledger monthly.

3. Payroll – Accounts Payable Processing

a. Submits the information for all payroll related deductions to accounts payable on a timely basis for processing (within 2 days of completing payroll) – insurance, pensions, garnishments, etc.

b. Prepare the pension payout via wire transfer on the Monday following payroll. Prepare journal vouchers to properly record pension payments.

c. Prepare journal vouchers for all accounts payable transfers among funds/programs.

d. Timely prepare month end closing reconciliations of all payroll related liability accounts.

4. Payroll Advances

a. Reviews all payroll advance requests submitted by employees for accuracy and verifies that payroll advances are for proper amounts.

b. Reviews payroll advances to ensure compliance with the Tribe’s policy of no more than 2 advances per year.
5. Administrative 

a. Completes timely filing of employee payroll files.

b. Completes timely filing of all payroll records.

c. Assists internal and external auditors with report requests.

d. Provides cross training for payroll processing.

e. Distributes timely payroll checks and direct deposit to departments.
f. Works closely with the Human Resource department for payroll information and employee benefit changes.

g. Prepares journal vouchers for tribal departments for salary and fringe changes for funds/programs upon approved written request and receipt of supporting documentation.

h. Review and update the payroll section of the Tribe’s Finance Policy and Procedure Manual.

i. Attend trainings related to payroll taxes, laws, regulations and payroll accounting software.

j. Responsible for record retention of timesheets and reports – which includes scanning documents into Docuware after each payroll cycle.

2. Other Duties as Assigned.

The above statements describe the general nature and level of work being performed. 

By signing this job description, I acknowledge that these job duties and responsibilities have been explained to me, and I understand what the job expectations are:

_______________________________


______________

Signature






Date

The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy. Applicants are subject to a pre-employment drug test and at-random testing following employment. Positions within the Coeur d’Alene Tribe are subject to a 6-month probationary period.

Send application and resume to:  Human Resource Department, P.O. Box 408, Plummer, ID, 83851, (208) 686-1800.

