
  

(NEW 10-21-10) 

 

JOB DESCRIPTION 
  

TITLE            COORDINATOR OF PAYROLL SERVICES   

 

 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily.  The requirements listed below are representative of the knowledge, skill, 

and/or ability required.  Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

  

Education/ 

Experience 

Bachelor’s degree in Business or related field from a four-year 

college or university; or six years related experience and/or training; 

or equivalent combination of education and experience or equivalent 

combination of education and experience which provides the required 

knowledge, skills and abilities for this position.  Strong computer 

skills required (e.g. Microsoft Office). 

 

Language Skills Ability to read, analyze and interpret general business periodicals, 

professional journals, technical procedures, or governmental 

regulations. Ability to write reports, business correspondence, and 

procedure manuals.  Ability to effectively present information and 

respond to questions from groups, to include board members, 

administrators, employees, union representatives, and general public. 

 

Mathematical Skills  

 

Ability to apply advanced business and accounting concepts. Ability 

to work with mathematical concepts such as probability and statistical 

inference.  Ability to apply concepts such as fractions, percentages, 

ratios, and proportions to practical situations. 

 

Certificate/License N/A 

 

Reasoning Ability Ability to define problems, collect data, establish facts, and draw 

valid conclusions.  Ability to interpret an extensive variety of 

technical instructions in mathematical or diagram form and deal with 

several abstract and concrete variables. 
 

Physical Demands The physical demands described here are representative of those that 

must be met by an employee to successfully perform the essential 

functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is required to 

sit, talk and hear. The employee is frequently required to stand and 

walk; use hands to finger, handle or feel; and reach with hands and 

arms.  The employee must occasionally lift and/or move up to 25 

pounds.  Specific vision abilities required by this job include close  

vision, distance vision and ability to adjust focus.  The employee 

shall remain free of any alcohol or non-prescribed controlled 

substance in the workplace throughout his/her employment by the 

District. 



  

 

Work Environment The work environment characteristics described here are 

representative of those an employee encounters while performing the 

essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential 

functions.  The noise level in the work environment is usually 

moderate. 

 

REPORTS TO 

 

Executive Director of Financial Services 

GENERAL RESPONSIBILITIES 

 

 Administers the district’s payroll processing function, including all related transactions 

beyond the issuance of paychecks or direct deposit of wages 

 

SPECIFIC RESPONSIBILITIES 

 

1. Supervises the Payroll Department staff. 

 

2. Assists external auditors with payroll transaction reviews. 

 

3. Coordinates with Technology staff the proper application of the Federal tax withholding 

requirements annually published by the Internal Revenue Service in Circular E. 

 

4. Coordinates the deductions and/or Board contributions for employee participation in the 

Florida Retirement System. 

 

5. Coordinates the deductions and remittances of union dues for the district’s three 

bargaining units. 

 

6. Coordinates the employee salary reductions for the district’s Internal Revenue Service 

Section 125 cafeteria benefit program, as well as the remittances to the various 

participating vendors. 

 

7. Coordinates the employee deductions and/or Board contributions to fund the life 

insurance program, the health insurance program, and the Workers’ Compensation 

program. 

 

8. Coordinates all employee travel and educational tuition reimbursements. 

 

9. Coordinates the deductions and remittances to all tax-sheltered or tax-deferred programs 

offered by the district through Electronic Process for Automated Remittance Service 

(EPARS). 

 

10. Coordinates all other deductions and remittances including, but not limited to, to include 

Internal Revenue Service levies, child support, alimony, garnishments, employee 

fingerprint fees, contributions to the United Way, The Education Foundation, The 

Florida Pre-Paid College Tuition Program and Collier County Parks and Recreation. 

 

 



  

 

11. Coordinates fiscal year-end and calendar year-end reporting, to include W-2’s, 1099’s 

and 941’s. 

 

12. Maintains the balances of both employee vacation and sick leave, as provided in State 

law and employee contracts. 

 

13. Maintains the sick leave records to transfer sick leave in/out of County for 

active/terminated employees as provided by State Law and Board Policy. 

 

14. Maintains the sick leave records to transfer sick leave between eligible employees as 

provided by State law. 

 

15. Assists the Sick Leave Bank Committee with employee applications for eligibility and 

usage.  Also coordinates the Sick Leave Pool membership files and appropriately 

notifies employees when days are to be deducted. 

 

16. Assists schools and departments with their employee training requirements related to 

payroll. 

 

17. Maintains a payroll manual for use by payroll reporting sites and periodically provides 

group instruction in payroll reporting. 

 

18. Coordinates the employee worksheets for salary changes, late start dates, new hires, 

terminating employees, sick leave payoffs and vacation leave payoffs. 

 

19. Performs other duties as assigned. 

 


