0.426
PAYROLL TECHNICIAN

NATURE OF WORK IN THIS CLASS

This is technical payroll work involved in the preparation of payrolls and the maintenance of
payroll records for a centralized Financial Management System of the Department of
Administration and the Government of Guam Retirement Fund.

ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all the duties which may
be assigned; any one position may not include all the duties listed.)

o _——
Establishes employees names on the on-lmeapayroll' control master.

‘Ws.-m-,mmp“ Ay
Malntalns a complete record of personnel actrqns'fand other documents affecting new hires,

l
Maintains a complete
and annuity payme st

-l

Prepares bl-weekly payrol msummary report, -payroll analysls every end of "‘payroll period;
prepares year-to date social; secul;lty contributions'deductions. igﬁ

; T
Prepares, reviews and process annurty pension payments to retlrées and survivors.

aa
Identifies problems with the system ‘and recommends |mprovement to systems programmer

‘7:

Ability to learn eX|st|ng compensatron plan, » withi oldlng tax procedures payroll accounting
procedures in accomplishing payroll work .an aII types of actions affecting the salaries of a
variety of employees. Find o L ._:

L o i

Ability to make decisions in accordance with appropriate program guidelines.
Ability to make arithmetic computations.

Ability to operate a computer terminal utilizing payroll programs.

Ability to work effectively with the public and employees.

Ability to communicate effectively, orally and in writing.
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Ability to maintain records and prepare reports.

MINIMUM EXPERIENCE AND TRAINING

a) Four years of experience in payroll work and graduation from high school; or

b) Any equivalent combination of experience and training which provides the minimum
knowledge, abilities and skills. : i

ESTABLISHED:
AMENDED:

PAY GRADE:
STATUTE: /.

HAY EVALUATION:
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