
	

 

Clatsop Community College 
      Position Announcement 

 
 

Payroll Specialist 
 
Clatsop Community College is seeking a Payroll Specialist. 
 
Assignment: This is a ¾ time position, scheduled to work 1500 per year. 
 
Closing date:  April 19, 2013 at 5 PM. 
 
To Apply: 
Applications for this position must be submitted using the College’s Applicant On-line system.  To access the 
system, follow these instructions: 
 
(Note:  Computers are available in the Human Resource Office and the College Learning Resource Center.)   
 

Go to the College’s web site:  www.clatsopcc.edu 
 
Scroll to the bottom of page and click on Employment 
 
 You will see a list of jobs that are currently available  
 Click on the link that says Click here to go to the College’s on-line application system 

 
Once in the applicant on-line system, here’s what you can do: 

 
 You can see job descriptions and position details by choosing from the list of open positions.       

(Click on:  Search Open Positions) 
 
 You can create a user account and an application, and then you can manage your applications. 

 
 
Contact information:  Office of Human Resources 
    Clatsop Community College 
    1651 Lexington Avenue 
    Astoria, OR  97103 

 
Telephone:  503/338-2406  TDD:  503/325-2902  Fax:  503/338-2451 

 
 

Applicants needing accommodations should contact the Human Resource office.	



Clatsop Community College 
Job Description 

 
Payroll Specialist  

 
Job Summary 
Performs a wide range of duties necessary to process payroll for employees throughout 
the college, by providing prompt, professional, and courteous assistance to vendors and 
employees.   As a confidential employee, provides assistance with collective bargaining 
proposals.   
 
Essential Duties 
 
1.  Payroll 
Process and audit automated payroll for accuracy in accordance with State and Federal 
regulations, College policy, and employment bargaining agreement provisions.  Activities 
include: 

 Utilizing automated payroll software, process and audit pay and withholdings 
for all employee groups.  Audit state and federal withholding, unemployment 
insurance and W-2’s.  Make timely requests for cash transfers to appropriate 
accounts.  Process corrections as appropriate.   

 Verify and ensure timecard information has been entered by employees and 
supervisors in a timely manner and done accurately. 

 Maintain automated payroll system; update as appropriate.   
 Maintain payroll records 
 Calculate and withhold garnishments and union dues from wages. 
 Ensure compliance with deduction requirements and obtain appropriate 

documentation 
 Calculate and prepare manual checks when needed. 
 Research, analyze, and apply laws, codes, regulations, rules and policies as 

they relate to payroll matters.   
 Responsible for payment of all employees’ elected withholdings to outside 

agencies. 
 Ensure accuracy of account numbers and amounts; Process and audit payroll 

draws. 
 Interact with employees to resolve payroll issues. 
 Ensure payroll records are available for auditors. 
 Prepare annual payroll/timesheet calendar. 

 
2.  Computerized Payroll/Human Resources System 
Has primary responsibility for maintaining the automated payroll program.    Activities 
include: 
 Ensure accuracy of coding and customized programs  
 Utilize report writing features of system to prepare ad hoc and routine reports at 

the request of the Human Resources Director 



 Work with the automated payroll systems vendor to correct system problems or 
implement improvements. 

 
3.  Leave  

 Audit employee leave balances in the automated system and make manual 
changes if needed.   

 
4.  Benefits 

 Cross train in all areas of employee benefits.  Works with other HR staff 
regarding health and other employee benefits. 

 Support open enrollment activities. 
 Maintain accurate employee and employer premium contributions in the 

automated payroll system. 
 Assist with compliance with HIPAA (Health Improvement Portability and 

Accountability Act), FLSA (Fair Labor Standards Act), Unemployment 
Insurance. Workers’ Compensation. 

 Maintain retiree benefit database and relevant information. Receive and track 
retiree insurance premium and work with retiree’s in support of annual open 
enrollment. 

 Track, calculate and invoice retiree’s for health insurance premiums. 
 

5.  PERS/OPSRP 
Prepares and maintains accurate reports and records related to PERS (Oregon’s Public 
Employees Retirement System).  Activities include: 

 Prepare monthly reports for PERS/OPSRP  
 Determines employee eligibility for PERS/OPSRP 
 Enters/exchanges data with the PERS EDX system 
 Maintain positive working relationship with PERS representatives to check 

status of employees, discuss reports, and resolve problems. 
 Provide separation notices to PERS 

 
6.  Other duties  
Other duties of a similar nature as assigned by the Director. 
 
Minimum Qualifications 
 
Education and Experience 
Associate’s degree in accounting, computers, or a related field or a combination of 
related education and experience that is equivalent to two full-time years of post-
secondary education. 
 
Three full-time years of recent experience in performing payroll functions in a 
moderately complex organization and must include use of an automated payroll system. 
 
 
 



Knowledge, Skills and Abilities 
 
 Ability to produce accurate payroll.  Knowledge of processes and best practices.   

Knowledge of payroll tax reporting and related Federal, state and local laws and 
regulations. 

 
 Skill in solving business math problems quickly and accurately; ability to use 10-

key calculator. 
 
 Ability to research, understand and apply rules and regulations and College policy 

to the payroll processes. 
 
 Knowledge of Oregon Bureau of Labor and Industries (BOLI) and Federal wage 

and hour laws.  
 
 Ability to utilize a computerized payroll system, maintain and update the system, 

write reports by extracting data from the system, and manage the payroll/human 
resource data base.   

 
 Knowledge of filing systems and requirements.   Understanding of and ability to 

maintain confidentiality. 
 
 Demonstrated knowledge of and experience with using various computer 

applications, including Excel, Word and Access in a work environment.    Ability 
to use the Internet to research payroll topics.  Ability to learn new software and 
technology and apply to the work environment. 
 

 Ability to use a computer terminal to: log in to e-mail; read and create e-mail 
messages; access the college’s intranet system to find and complete forms and 
read institutional documents; access the internet and the College's web site; use 
Microsoft Outlook; Microsoft Word and Power point, and the ability to utilize 
department specific data entry software to facilitate departmental tasks. 

 
 Ability to communicate verbally and in writing.  Excellent interpersonal 

communication skills, with an emphasis on customer service.  Ability to work 
collaboratively as a member of a team. 

 
 Ability to work under the pressure of tight deadlines and frequent interruptions.  

Ability to organize and prioritize work, while continually seeking more effective 
and efficient ways to work.  Willingness to adjust work schedule to meet the 
demands of the job. 

 
 Ability and willingness to seek out and attend continuing work related training. 

 
 
 



Desirable Qualifications 
 
Bachelor’s degree in Business, Accounting, or Computer Applications 
 
Experience with Oregon’s PERS retirement eligibility and reporting 
 
Experience using the automated payroll system currently used by the College:  ADP. 
 
 
Working Conditions 
Normal office working conditions. 
High level of data entry requiring manual dexterity. 
Frequent standing, walking, bending. 
Lift  up to 5 lbs. 
Availability to work variable hours/days at peak work times. 
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