CIVIL SERVICE COMMISSION

WATERBURY, CONNECTICUT












Open Competitive Exam #1625

OPEN COMPETITIVE EXAMINATION FOR:
 PAYROLL MANAGER

SALARY:  $55,000-$70,000 p/yr

FRINGE BENEFITS: Choose from three available health insurance plans (employee contributions vary) Prescription Drug Rider, Dental Plan, Group Life Insurance for Individual; Retirement Plan; paid Holidays; paid Vacation; paid Sick Leave; Personal Days.

LAST DAY FOR FILING APPLICATIONS

Applications, which may be obtained at the Civil Service Office, must be on file at the Civil Service Office, Chase Municipal Building, 236 Grand St., Waterbury, CT  06702 by 4:50 p.m. on:

April 5, 2004

IMPORTANT:

1. Veterans – Veteran’s points will be awarded in accordance with the Connecticut State Statute. Five (5) for non-disabled veterans, ten (10) for disabled veterans. Proper documentation must be submitted to the Personnel Director before the date of the examination.

2. Residents – Residency points shall be added in accordance with the amendment to the Civil Service Rules and Regulations. Proper documentation (Civil Service Office Request for Residency Points) must be submitted with application of employment.
EXAMPLES OF DUTIES:  (Illustrative Only):  This is professional, managerial work associated with the management and processing of City and BOE employees’ payrolls and related fringe benefits.  Work involves the supervision of a moderate sized staff that is involved in providing payments to municipal employees from all city departments, agencies and related organizational units. Work is performed under the general direction of the City Director of Finance, but the employee exercises considerable professional judgment in payroll processing and ensuring contract/legal compliance.  Supervises the preparation/submission of requisite payroll reports including, but not limited to, unemployment compensation and workmen’s compensation and the monitoring of weekly overtime charges to ascertain any budget constraints. Functions as primary contact for external payroll processing company. Leads citywide payroll process improvements, including time and attendance reporting; project leader for payroll system upgrade. Manages the production of pension payroll. Solves payroll problems including social security reporting errors and W-2 errors. Resolves existing social security reporting problems. Acts as city lead in interpreting IRS regulations and ensuring City compliance. Responsible for tax filings. Audits city payments of salary, overtime, pensions, and employee fringe benefit contributions to ensure that contract requirements are met, that the City is collecting the proper amount from its employees, and to ensure that payroll properly reflects developments such as employee terminations and leaves of absence. Interprets various union contracts concerning such leave time matters as sick leave, vacation, holidays, overtime, fringe benefit plans, etc. Supervises the preparation and submission of requests for employee earnings for various state, federal and outside agencies. Prepares interdepartmental schedule for payrolls and prepares directives to various municipal agencies and departments providing instructions/recommendations for the proper handling of payroll related matters. Interacts with IT Department in the programmatic design and implementation of computer functions that improve automated aspects of payroll processing and with Human Resources for various payroll related situations and interpretation of bargaining agreements contractual clauses. Performs related work as required.

REQUIRED KNOWLEDGES, SKILLS AND ABILITIES:  Thorough knowledge of the policies and procedures relating to the processing of payrolls. Considerable knowledge of IRS regulations; state and federal payroll laws; supervisory principles, techniques, and methods; unemployment and workmen’s compensation rules and regulations; accounting principles and practices; and office machines used in processing of payrolls. Ability to express ideas effectively, both orally and in writing; explain various regulations to department heads and agencies; review and audit payroll records accurately; establish and maintain effective working relationship with departments and agencies; schedule, assign and review work of subordinate payroll and insurance personnel; develop and install standard and special payroll procedures and forms; and prepare reports for compensation hearings and court cases. Knowledge of budgetary payroll controls.
IN ORDER TO BE CONSIDERED FOR THIS POSITION YOU MUST INDICATE ON YOUR APPLICATION THAT AS OF THE CLOSING DATE YOU HAVE THE FOLLOWING EXPERIENCE:  Bachelor’s degree in accounting or a related field; and 3 years experience in payroll work, including social security, pensions, fringe benefits, wage executions, unemployment and workmen’s compensation; and 3 years experience in a responsible supervisory capacity.
This position is covered under the written agreement between the City of Waterbury and the Waterbury Municipal Administrators Association Union.

The Parts and Weights for this examination will be determined prior to conducting the exam.

Individuals appointed shall be required to serve a working test period which will be, in effect, the final phase of the examination.

APPEAL PROCESS: An applicant may appeal a notice of rejection of his/her application to the Civil Service Commission within fifteen (15) days of receipt of such notice.

Please notify the Civil Service Office of a change in address. Notification will be mailed to the address written on your application.

THE CITY OF WATERBURY IS AN EQUAL OPPORTUNITY EMPLOYER
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