12151

Senior Human Resources Specialist, Payroll


Grade:  6

FLSA: Non-Exempt

Date:
 07/24

Job Summary:  Prepares and assists with payroll preparation for the County; is a key member of the County payroll team in conjunction with the Finance department.; serves as the department timekeeper; performs other duties as assigned.  Responds to policy questions from various departments.  This position requires a high degree of confidentiality and attention to detail.

Essential Functions:
· Manages the HRIS system to include data entry and payroll actions for all County personnel; meeting payroll processing deadlines;
· Assists with administration of position classification and title changes and related system and records update;  

· Maintains an updated and accurate roster for all approved budgeted positions to ensure compliance with the position count in the approved operational budget and to assist departments with personnel budgeting and forecasting;  

· Tracks performance evaluations due dates; notifies departments, provides statistics on departmental monthly report;
· Completes bi-weekly MD new hire reporting;
· Ensures compliance with federal, state, and local employment laws and regulations, and company policies;
· Processes timesheets and payroll documents; 

· Ensures relevant documents are filed in employee personnel files;
· Administers ID badges for employees to include promotions and transfers;
· Processes employment verification requests;

· Manages personnel files in accordance with approved department retention policies and practices;

· Prepares and submits financial and statistical reports to relevant departments as required;

· Administers sick leave transfers and related data base update; 

· Initiates the pre-employment process for all County employees; a key member of the HR recruitment team;

· Maintains and manages records relevant to the department; 

· Prepares correspondence;

· May:

· supervise interns and summer youth program participants;

· conduct research specific to departmental needs;

· Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain working knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Expert knowledge of department practices and procedures;

4. Ability to operate office equipment – copier, fax machines, multiple phone lines;

5. Ability to effectively communicate with other staff members; 
6. Ability to supervise, schedule, and motivate assigned staff;
7. Ability to prioritize and multitask;

8.  Ability to use available resources to research information;

9.  Ability to keep accurate records;
10. Ability to operate relevant computer systems, including hardware and software;

11. Math and language skills.


Education and Experience: 
1. Associates degree;

2. Three or more years of related experience, one of which should be at a supervisory level;

3. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe workplace practices with office equipment, and/or avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodation may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.


_________________________




______________

HR Representative






Date

Your signature below indicates that you have received a copy of this position description.

_________________________




______________

Employee       






Date

ST. MARY’S COUNTY GOVERNMENT
1
Sr. Human Resources Specialist 

