CLOVIS UNIFIED SCHOOL DISTRICT

Position: Payroll Analyst

Salary Grade: 31

Salary Schedule: Classified Management
Department: Payroll

Reports to/Evaluated by: Manager, Payroll
FLSA: Exempt

SUMMARY:

Under the direction of the Payroll Manager, the Payroll Analyst coordinates and manages the operations
of the District’s payroll retirement system maintenance, processing, reporting, compliance, and auditing.
Performs a variety of complex technical and analytical duties in the areas of payroll processing and
compliance. Analyzes, evaluates, and maintains payroll processes and workflows in the department.
Initiates and implements business processes for continuous improvement.

DISTINGUISHING CAREER FEATURES:

This is an advanced-level position within the payroll department. The role is non-supervisory but may act
in a team leader capacity. The position performs complex and technical work, primarily independently,
guided by the California Education Code, Board Policy, state pension retirement laws, and standard
operating procedures. Advancement from this position is possible with demonstrated leadership
experience and knowledge.

ESSENTIAL FUNCTIONS:

e Organize and participate in the operations of District payroll preparation and distribution,
including retirement compliance and reporting.

e Produce, audit, and submit state pension reports.
e Runvarious processes within the payroll system to generate pension reports and edits.
e« Review and audit reports for accurate pay rates, earnings, and service credit details.
e Reconcile and balance various general ledger accounts.
e« Produce and submit final, balanced reports to the appropriate state agencies.
e Coordinate and participate in the development and maintenance of integrated payroll systems.
o Perform related duties as assigned.
QUALIFICATIONS:

o Knowledge of: Laws, regulations, and procedures governing payroll and payroll processing. Pay
programs and systems used by the District. Principles of retirement system compliance and
reporting. Spreadsheet programs and data processing systems applicable to payroll operations.
Effective communication and customer service practices.



o Abilities to: Conduct complex technical research, perform arithmetic computations, and
prepare accurate reports. Analyze situations and develop and adopt effective solutions.
Provide technical guidance to staff to encourage high morale and efficiency. Communicate
technical information to all levels of staff effectively. Work independently to organize and
prioritize multiple tasks and meet deadlines in a fast-paced environment.

EDUCATION AND EXPERIENCE:
e Education:

o Abachelor’s degree in a related field.
e Experience:
o Two years of increasingly responsible experience in state pension retirement reporting,

process improvement, technology, human resources, and/or payroll fields. Additional
experience may substitute for some higher education.

WORKING CONDITIONS:
¢ Work Environment:
o Work takes place primarily within an office environment.

¢ Physical Demands:

o Sufficient hand coordination to use a keyboard for routine typing and data entry, plus arm

and hand movements to retrieve work materials and operate a variety of general office
equipment.



