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Administrative Services & Special Programs
Financial Services Division

PAYROLL SPECIALIST
Direct Employment Opportunity


Recruitment Number:  12 ADM FA3 0240
Classification:  Fiscal Analyst 3 (143K)

Status:  Full-Time, Permanent
Location:  Tumwater, WA
Salary:  $3276 to $4296 per month (Range 50)

Posting Date:   September 20, 2012
Closing Date:   October 4, 2012
This recruitment will be used to fill this position only.  Applications will be reviewed upon receipt.  The hiring authority reserves the right and may exercise the option to make a hiring decision at any time.  It will be to the applicant’s advantage to submit materials as soon as possible. 


AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Legacy Program and the Combine Fund Drive.  Visit our website at:  www.sos.wa.gov.

There is currently one full-time opening in Tumwater with the Administrative Services and Special Programs Division.
POSITION SUMMARY
This senior level position serves as the expert on payroll, labor and leave-related topics in accordance with agency state, and federal regulations.  Independently plans, revises and implements the payroll review and audit process, ensuring payroll expenditures are posting properly and agency staff are paid in compliance with respective rules and bargaining agreements.   This position is responsible for communicating changes in payroll policy and procedures to appropriate agency personnel.  This position prepares all required payroll reports for taxes and benefits, and develops payroll management reports for effective accounting and management practices, as needed.
Supervises one Fiscal Technician 2 position, and may provide assistance to the accounting unit as available.

REQUIRED QUALIFICATIONS
· Bachelor’s degree which includes at least 12 semester or 18 quarter hours of college-level accounting AND two years of full-time  professional payroll or accounting experience such as managing accounts payable and receivable, maintaining leave records, analyzing and interpreting payroll reports, and/or processing journal vouchers;  Additional qualifying experience may be substituted for required education on a year for year basis except the requirement for 12 semester or 18 quarter hours of college level accounting.

· Two years of full-time experience interpreting, applying and explaining payroll related laws, regulations, policies, procedures and/or bargaining agreements to staff

· Two years of full-time experience using spreadsheet software such as Microsoft Excel to create and manipulate large or complex spreadsheets, use complex mathematical formulas to calculate data and link worksheets, import data, filter lists, and create and format charts and graphs

· One year of full-time experience using HRMS or similar payroll system with responsibility for performance of the following tasks: processing payroll, benefit and leave transactions, running payroll simulations, correcting redline errors, managing timesheets and leave balances within timekeeping system, and/or producing and analyzing employee, payroll, and/or leave reports

· One year of full-time experience in leading staff including responsibilities such as assigning and directing work, setting expectations, instructing, coaching and identifying training needs

· Ability and willingness to travel

· Ability and willingness to work some weekends and evenings beyond normal working hours in support of division activities and to meet deadlines

Note: all experience is calculated as full-time, 40 hours per week or equivalent.  Required experience may be gained concurrently.

DESIRABLE QUALIFICATIONS

· Experience with Washington state payroll, benefit and leave policies and procedures

· Experience producing reports using the Office of the Financial Management (OFM) Enterprise reporting software

· Experience creating and reviewing batch status using the state Agency Financial Reporting System (AFRS)
COMPENSATION

$3276 - $4296 per month, depending on qualifications.  Washington State offers a full benefits package that includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees’ retirement plan.
Note:  The salary listed above includes a legislatively mandated 3% reduction thru June 29, 2013.
APPLICATION PROCESS
To be considered for this position, complete the attached supplemental questions and submit them along with the follow documents:

1. A letter of interest describing how your experience and qualifications relate to the position summary and required and desirable qualifications

2. A completed employment application form, available at: http://www.sos.wa.gov/office/docs/OSOSEmploymentApplication.doc
3. A current resume and three professional references with contact information, including a statement from you granting permission to contact your references

4. Voluntary completion of the applicant profile data form is appreciated.  This form is available at: http://www.sos.wa.gov/office/docs/ApplicantProfileDataForm.doc
Submit all application materials electronically to: recruitment@sos.wa.gov, indicating Recruitment #12 ADM FA3 0240 in the subject line.  Electronic submission (e-mail) is preferred & original signatures are not required.  Alternatively, you may submit your materials via US Mail to: Office of the Secretary of State, Recruitment, PO Box 40227, Olympia, WA 98504, or fax to: (360) 236-5075.  For questions, contact the recruiter by phone at (360) 236-5073, or by email at Recruitment@sos.wa.gov 
The act of submitting application materials is considered affirmation that the information provided is complete and truthful.  You understand that the state may verify information and that untruthful or misleading information is cause for removal from applicant pool or dismissal if employed.

The Office of the Secretary of State is an equal opportunity employer (EOE).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 236-5073.
SUPPLEMENTAL QUESTIONNAIRE FOR 12 ADM FA3 0240

Name: ______________________________________ Date: _____________________

INSTRUCTIONS

The questions below ask about your experience in a variety of areas.  Read the following instructions carefully.  Failure to follow instructions will result in a below passing score.

Answer each of the questions by selecting the appropriate check box and completing the supplemental information where requested.  For some questions, mark all that apply.  For others, you must select one answer only.  All responses will be scored based on full-time equivalent of 40 hours per week.  

Please answer the questions honestly and accurately.  All of the information you submit is subject to verification by the Office of the Secretary of State.  If the employment history section of your application does not support your responses, you may be disqualified from further consideration for this position.  

QUESTIONS

1.  List your accounting coursework below.  Include the college(s) you attended, the dates and the number of accounting credits earned for each course.

2.  Do you have at least two years of full-time experience using spreadsheet software such as Microsoft Excel? 

(a)  ___ Yes  
(b) ____ No

If you responded yes, in which of the following areas have you had experience?  Please mark all that apply.
(a) ___ Copying/pasting data

(b) ___ Formatting

(c) ___ Sorting

(d) ___ Filtering

(e) ___ Mathematical formulas

(f) ___ Linking worksheets

(g) ___ Importing data

(h) ___ Macros

(i) ___ VBA
Describe your spreadsheet experience below.  Identify the programs you used and the functions you regularly performed and are comfortable doing.  Include your employer and number of months of full-time experience you have using spreadsheet software.

3. Do you have at least one year of full-time experience using HRMS or a similar automated payroll system?

(a) ___ Yes 
(b) ___  No

If you responded yes, in which of the following areas have you had experience? Please mark all that apply.
(a) ___ New Hires

(b) ___ Separations

(c) ___ Transfers

(d) ___ Health Care Premiums

(e) ___ CATS entries

(f) ___ Garnishments

(g) ___ IT027 Coding

(h) ___ Auditing entries

(i) ___ Creating reports and variants

(j) ___ Running established reports and variants

(k) ___ Effective end dating

(l) ___ Keying payroll

(m) ___ Position coding

(n) ___ Processing shift differentials

(o) ___ Establishing processes/procedures for staff

(p) ___ Other 
If you responded yes, describe your experience below.  Identify the duties that you regularly performed and include any formal training you have received.  Include your employer and the number of months of full-time experience you have using an automated payroll system.

4.  Do you have at least two years of full-time experience interpreting, applying and explaining payroll laws, regulations, policies, procedures and/or bargaining agreements to staff?

(a) ___ Yes 
(b) ___  No

If you responded yes, in which of the following areas have you had experience?   Please mark all that apply.
(a) ___ RCW

(b) ___ WAC

(c) ___ Agency policy

(d) ___ Agency procedure

(e) ___ Bargaining Agreements

(f) ___ SAAM 
(g) ___ Other
Provide one or two of brief examples of interpretations or applications you have administered.  We are especially interested in leave and benefit eligibility/administration.  Include your employer and the number of months of full-time experience you have. 

5.  Provide an example of a complex situation that involved interpreting, applying or explaining payroll laws, regulations, policies, procedures and/or bargaining agreements to staff.  Include your employer and the number of months of full-time experience you have. 

6.  Describe your experience leading or supervising other employees.  In your response, include your employer, the number of months of full-time experience you have, and a brief description of the types of duties you performed.
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