WEBB COUNTY
JOB DESCRIPTION

TITLE: Payroll Technician / Time Clock Plus Compliance Officer
DEPARTMENT: 0300 Treasury Dept.

SLOT NUMBER: 2809

REVISION DATE:

JOB SUMMARY:

Assist the Payroll Supervisor ensuring the day to day execution of
responsibilities, provide timely and accurate financial reporting information
to management and to service the needs of all employees as needed.

CHARACTERISTIC/ESSENTIAL DUTIES AND RESPONSIBLITIES:

Ensure a harmonious working relationship with co-workers and other departments
Maintain a professional image at all times

Being present on the job is required

Required to work overtime as needed

Ensure compliance with all Webb County and Civil Service policies, practices, and
procedures

Reviews the requests sent by the various departments to ensure that the salary amount
for the position has been budgeted, items not budgeted should be returned to the
Auditor’s Office to revise the Personal General Order

Enters data of hours worked each pay period for all employees including overtime
hours, holiday pay, and making sure overtime pay is paid out of the respective
budgeted funds
Assures that all requests for overtime, incentive, car allowance, longevity pay, and
various other types of pay are budgeted

Collects all component information: insurance deductions, child support, retirement
contributions, cafeteria plan, United Way, and various other deductions, changes in
salaries, change of slot numbers, transfers from one department to another for payroll
processing

Works with relevant payroll information including printing checks and direct deposits,
printing and distributing payroll related reports and other related bi-weekly transactions
Prepares the payroll analysis report
Prepares payroll wire transfer report bi-weekly
Does the calling of payroll taxes bi-weekly and maintains a log with dates and
confirmation numbers

Prepare and submit retirement contributions and worker’s compensation report on the
established schedule date

Prepares 941 report to meet the scheduled deadlines by month and quarter

Prepares child support report and check bi-weekly

Assist in preparing and performing month-end and year-end payroll reports

Assist in processing the yearly W-2 forms

Cross train in processing Accounts Payable checks for payroll liability accounts
Perform any other duties as assigned by the Treasurer and Executive Administrator
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PLUS ADDED DUTIES:

o Train departments on Time Clock Plus ( 108 depts. on. pending 8 depts. )

¢ Manage hand & thumb scan for employees

o Answer department questions on Time Clock Plus & travel to departments when
needed

o Coordinate with Time Clock Plus on any issues presented

e Review accruals on Time Clock Plus

e Review over time & Grant coding compliance

¢ Close of payroll cycle on Time Clock Plus

e Work on corrections due to department needs

o Uploading hours from Time Clock Plus to New World

e Verify correct comp time calculations

e Manage upgrades and any updates from Time Clock Plus and train departments on
such ( Note: April 15, 2016 will upgrade to Version 7 —all depts.. will be re-trained)

QUALIFICATION STANDARDS:

e Must possess a BBA in accounting or related field and/or equivalent work
experience

e Must have a minimum of 2 years of payroll experience and a solid
understanding of the payroll and accounting functions, with an
understanding of related government regulations

e Must have excellent Communication Skills

SKILLS AND ABILITIES:
e Must be highly knowledgeable in the Microsoft Office Suite, with an emphasis on
Excel

e Must be able to use a numeric keypad by touch with speed and accuracy

PHYSICAL REQUIREMENTS:

e Must be able to sit or stand for prolonged periods of time
e Must be able to lift 30-45 lbs ( boxes, files, and other small equipment or devices)
e Must be able to work outdoors as needed

OTHER REQUIRMENTS/INFORMATION:
e Must possess a valid and current Texas driver's license.
e Drug and Alcohol Policy applies to this job. Pre-employment drug/alcohol testing and
criminal background checks are required.
e This position is covered by Civil Service; therefore, is subject to the Civil Service
Rules and Regulations in addition to all other Webb County Policies.

SUPERVISORY: Supervised directly by Payroll Supervisor

Page 2 of 3




9UYIE'SSh BESPYESL 651SSISL €5009%5vL SUTESLPL 8500'9FL TUSOTTRL LLIVZVIYL GESO90FL SUETE'SEL BSVIZUEL LSOISSEL st LyE'eEl
LLZSL0FL 6YPLOBEL LZOGTIEL ZZEDASEL LUGZE'EEL I9'GIZZEL COZPO0EL OL6Z0'EZL OUSEYUZL ISTN'STI -PIEOEPTL SEPLLZZL VTEST T
ZSPISIZL JTOVESZL SYSSePTL €OEL@TZL OUEETIZL ZTSEWEIL QUSSTElL EFPEE'SLL SKISY'SIE ZVSZOwiL ECBIOTLL WOBIZLLL 93'vSa'E0L
S0/BITLL SUSSTLLL OFIZE'S0L OF'VESBOL SPVZZL0F EL006'S0L

SFITS'SEL
L1259'vO0L
Lrig'ys
6'568"58
LyEIELL
PO'EEP'0L
5ZoV'ie
6L60E'E9
9164’08
YeTHE'LS
DZP20'SS
weY'TS
15'veu'sr
\E0sY' LY
86°10T'SY
BYE20'EY
SLOSE'0F
1S°LL6'8E
o2'660'18
OLME'SE
BLOL9EE

HY

6498252
THE'ELL
S0'6EZ'E0L
L5655
TLEEL'YE
20'v9L'aL
¥ Hes9
19'000°ES
rYEBL0LS
66".TE'YS
IR TR
reiter
se'ora'sy
15685
EOVPTy
60'S6E0F
6CErYEE
E9'965'9C
cTeeg've
BLPSL'EE
1ZUss'LE
0'ER0'0e
LTERS'BT
89 LITUT

o

L9'SE0PLL
$0'S9E'E0L
EIEVI'ES
IS'gER're
69°/50'0L
1T629'69
2 i
£9080'E9
OL'L20'09
66°LPLIS
BZYEEYS
STELLLS
£5'8.2'6r
10'v08'sy
eV
TLTBY'TY
BLSHYOF
1e°98¥'eE
PEIaee
SLSIEYE
SZTEBL'EE

o

LYEET T
SLBFSZLE
ISPeE'10L
TBYIEE
€0°/B9'eR
=85
3’58989
e e ma]
LYBLE'SS
LT IS9'ES
ar'Lios
¥aoLe'sy
05'BST'SY
TOBED'FF
LE9LE' LY
BL°/BR'6C
LWLE'LE
FEEPLSE
\WZE0P'YE
LYr'ShL'TE
loaie
BLS99'6Z
ITLETE
£2'828'92

d

£6°580'20L
€5°/8F'Z5
L GRL'ER
£8°906'SL
S969.'89
¥E'55Y'Se
LE'LOE'29
S8'662'65
rTIYSS
YLTTLES
OFEL'LS
SkoL9'er
SEYZE'SY
9LTE0' Y
ZLess'1y
S@GYE'EE
so'Lzo'ee
96'881'se
BLSPP'YE
e5RLZE

av

LL00L'ZZh
STOSL'LLL
0LSOL00k
BEVEZ'IE
SgEGS'Z8
leoeg'rl
18889
oL'ls¥'19
oL'2L9's5
YEVEE'ES
STUYOS
1L010'8Y
8T 163'sy
EC'SHH'EN
BFEEE' LY
Z9¥Or'eE
63'S0G'LE
$2'955'sE
8Y'BIE'EE
ITe'ze
£8ZBL0E
vSEEZ 6T
W'
PEEPS'OT

(=]

25'828'00L
LLSPE'LE
WySLZR
89'1LE'PL
902649
SLK'Ya
SLTES'IS
LLas'8s
EIGrL'SS
05'650'ES
6LT05'05
ETEI0'Er
POESL'SY
orersey
65'EFY Ly
QL'ZSY'EE
==gi=aiol
ZTrL'SE
S EL0'YE
19082'28

v

oe'sBl 2L
08'.8L'604
rew'es
$0'801'08
big>> Bl
19'558'EL
IE000'L9
2066909
ZE066'YS
BSOYE'ZS
mnger
85 Ly
~ZLEEL'SE
SEBSEZY
oeseor
vL'BIE'EE
SEEHILE
ZBUSTSE
B5'855'EE
E5IVE'LE
GLTOF'OE
mee'ez
EVEVSLT
£ZoIT'E

B81E85'66
66 LLE'06
SOEEL'18
oL9vO'vL
TLTB0'L8
ZLEvR'Es
BOELL'09
oLrvre 'l
V' IS0'SS
¥ FOF'2S
OE'BLR'EY
LYY
6L88L'SY
LLOLO'EY
LZBEEOr
£I'COE'8E
c0'ea0'LE
+6°008'SE
PEBSSEE
L6'066"LE

av

8LERI'ELL
6 TEV'BOL
GYYETES
09's66'88
29'c25'08
EBTNO'EL
0TEeLL'9
SIEKE'ES
LSS
orrea'ls

157e'y
TE'SLS VY
0082’y
BSERE'0Y

Vo'EIZe'YE
o232 4% >
65°L¥S'IE
S¥iT0'0E
95'08S'8T
6880242
85°2Z68'ST

SE'vSE'es
6L'vOL'E8
00'vZL'08
SE'IEL'EL
¥oeSTO
o' 190'€9
0aez0'09
ISTEV'LS
0L LIEYS
wist'is
ISeSZ'BY
ZUeRg'gr
(Egw>:p0 4
LLUBIY'TY
wEr'oy
ISPaY'EE
FANY =40l
Zi'sod've
ELSEL'EE
80985 LE

e

[11t4:11"

Z9'eB0°L0b
TLINLE
6596818
YZOE9'6L
LOLPLTL
STESE'SS
£5'602'65
WOF'ES
0TeE0"LS
70'965'8Y
EE¥GTY
0g'SZA'YY
0TYos' LY
Z0'689'6E
£1'896'LE
SE'EEL'SE
ELZEEYE
BY'SELZE
LLeshie
PLISYET
\LEERE—
1588
WBTLS'ST

1

ZESESPOL HOTOC'E0L LITRO'ZOL ZVISL00L

1Sl | C LA #

OLOPI'I6 PEOMESE OCSSLYS SYORSEE SLIEY'ZE  WODGZLE
ELY00'S8  99°/16'08 LOWE'SS O0@VELYS LUBELES [ZYOLTR
OF/zLEL  LLEPL'SL  BEOLLLL  YHOIE'OL 95TI9RS. BEREYL
SBZZLL ITIESNL  1996YDL  €900S'S9  EL/ZL'R0  YTELEL9
E55CY'SY  PLEZY'YS  STOES'E9. €ZTTHOEE EEREY  FISEY'LD
ZETOTTO  66EIS'I9  95WSLD9  ISHO0'08  LLTSCES 0TWSES
BLLETES  L6EYSeS LTSS SLEMIS SOW0F'9S  99LLLSS
S2CIFOS  POBRLSS WIDMO'SS  ZLISEYS OD0S9ES  9LZZ0'ES
ICB0L'SS IETYOES  LVEECTS 0LRIS  LEEOLIS 0TS
6vBLLIS  QbUSY0S DLYSIS EvBrZsy EyOMdley ESEEDSY
ZEGse'sr  £9YS0'er ISVl T¥SiE'oy TL9GTH  SLSELSY
Co0LE’or  EUEELSH LPLLSY OLDLSHF  BETI0WR  SEUIIS'ER
L6y - SISES'Sy OTlEETY ZZAF'TY  PETVE MY ELVIYIF
£5'656'ty  SEUEY'LY 6LSIG0r ESTRYOL ISLZBEE  GIBIY'st
SOECG'EE . GO0PY6E GLESHBE PETIYEE  [D'UGEUE SLBISUE
9r'BO0BE  OZOMS'IE $LOL0TIE  LOBIGE  ZEOBLOE  LYOZLSE
SELIL'SE  LCIES'SE  BI0ETSE  0SPSSIC OTYTYVE  1ZE86'EE
EOMEPYE  [CBO0'ME  OLGSS'EE  LOGZLEE~ #YSOLTE  €509ETE
SPSLLITE OROLETE OVHEIE SYOIS'IE To%ELIE  09'108'0f
ELSSL'lE  650LE0E LODEY'OE ZGEWSD'DE  ESESSSZ  LWLIE'RZ
av wv z A b4 M
VLTSI 0L SLOLESHL 9VIBE'ELL SKIBPTHL 6FZE0LLL BE0ZLEOL
9LLLS0L STEOP'POL SLBLLEDL [ET06 0L ZEYPS00L  6LLOM'ES
BETOCE  LETHI'YE  0STLYES  ZSBICTE  AUBLLE  ZLES0DS
PULIG'SS  BSBEL'SE  (rI89PE  Z0TEO'CR  ey'e0o'ze  S9ERS'Lle
SIY'eL  O0T9IVLL STILLLSL WWOLI'SL 19vES'rL  BLOVGEL
WOST'IL  OJ0LC0L EOTVS'ES BSEYO'EI  ZG06LU9  ESE96'S9
ECBYS'PS  IPTSLEY  LWS96T9 9098l DE02YL9  E0THH09
SSBIP'SS €5DSLIS SSEPOUS IEEEEDS SLEYISS  09'95EY%S
2USL6'TS TOVICTS YOBLOMS CIOMOLS  OSOM'0S  SLEELEY
1950705 EE0R'sr  [¥BSlEy  MZIESBY  vrles'ly BOEEE Ly
J0'S66'ly  SSEOYiy OEBLE'er GIOMZOr EYES9Sy  19G0LSY
SEERYSr OSCBLISY SETISHE BLTIOWY ZRROPEy  LITEBTY
[0T8Y'Sy SZEYE'Zy L0SWIy  TVIEsVr STRIELY  Svesm'or
oc’ly I6'SE0F LZ'LIEO SATiRET O0ODESEE  TvYEE'nE
I9THCEE  BT906'0C  S6SZYEE  OGTIGEUE  EDEBYE LZOWUE
SPYEYIE STIE0LE PSS PETZLSE BFUMOSE  EYHERSE
SLIS95t IVIFCSE Z0Cige VPZEEEVE LLJSGEE FOBESEE
TVB9EEE  LIBPSEE  OSPELEC IGSZLTE OSIZETE  OrIE'lE
SEIESTE OZTEEIE  [SUESIC  TOTPLIE  S0WOL0E  STvee'ee
WEL'0E  EBSCOE  OSBIO0E OLLWO'6Z  891BTEC  BHOZS'ET
\906C6Z DOBZE'SZ SBLISBZ  MBIZEBZ L0 VIRSIT
ZEL8'Z EUSSSIZ DLSEL'LZ SEES8'SZ 9IS ST00Z'ST
YESTS'ST YZOT'L GOVe9ST TLS9SST OSOYIST  BLLEGYT
OTUST'ST  BESPEYT  LLES'YZ  STEEE'PZ  YETEOWE  bL'SEL'ET
A r 1 H 9 4
alo1g [Puuosiad Ao a9

aeog Arees pasodorg

80'€25'66
00'E9L'06
A st
25000'rL
EZ1H0'L9
PO'58L'09
PrE0E'LS
SREIO'SS
05'TLETS
os'eve'ey
osory' Ly
¥08L'SY
SEPEsZY
[24-47=40 g
BTLPE'BE
¥PSR0°LE
fad Fran
SFELSEE

£2'955'Ie

Zv'108'1E
ye1zr'oe
S'S56'8T

A

0¥'99E'804
1gviL'es

oE'ivE'se

e¥'9L5'08
1£'B66'ZL

LBTEV'SS
LLEIEES

TERLZYS

BPELL'SY

20v0R"sy

GLBYS Y

FLTov'TY
LE'ast'or
STrired
€T E95'9E
et

FYELEE
SERIE'IE

518000

“viees’m

[1:4: 1304
BLOIY'ST
D5629'YT
oLENY'ET

¥WS6HTEL
8LTILEHE
£9°05p'20}
or'vEZ 86
S9'Er0'E8
6L¥19'08
BSIBO'EL
9se1z'ee
Ze0s'ss
YLG80'LS
SSHEYS
e5°STLLS
sreeZisy
pLiga'ey
DL'E0T'YY
BOESYTY
LZ'e0¥ 0F
ANT--o
¥8'209'92
1eve've
05 VSL'EE

9LSr0'0E
B6'L65'8T

n

¥5E20°L01

1E'6%8' L8
oLies'sl
OL'L60TL
LWaLE'SS
YrELL'ES
ZZO09'ES
09358y

[==y:-7 e g
Lr0%'se
000¥E'2E
eFhiee
AU LIE'YE

ZVsEl e
geed’sT
IS8T
L1°158'92
£E°295'52
EFSTEPE
SIESL'EZ

a

DOESS'0EL
PIESTBLE
rLESL L0
62°090'L6
6Y0SE'L8
£:5:7.: 17
IOSBLTL
LL'9eE'se
SISHTES
99'0EE'9s
£9'eL8'ES
ECLB0'LS
ag'sza'ey
09BN
SrZa0'Fr
SL6ZE ¥
¥2'606'6E
6L'986'LE
05'S51'9E
OLELP'FE
PCSLTE
ZrLLie
£8VLS'6T
£5°¥P2'9T

i

0z L0L'504
1575966
£3'86L'98
LZe65'8L
WL L
PO0LS¥S
1eTI'es
EE'D¥E'TS
8996 Ly
15°559'5Y
5ssyer
¥
ogeE’se
oTLLLE
1098958
o Ly5'ee
TLEE
B9bSL0E
sLTize
STTHW'LT
19°615'9E
0T I¥Z'SE
1S5'STOYE
coise'T2

L1568

FEEZR'9HE

|L9ER'SOL
KZWE'SE
6973’98
zZieeg'el
ERESTLL
SLB8S'Y0
Zrs'es
29769'55
650L0'ES
£9'954'05
sWar-
ZLsy
ESROS'ER
OLZIY' LY
YIOM'GE
TWLUS'LE
£5°60L'SE
YORPS'EE
LO0'ISE'TE
\Z2'T6L'08
Fig: ol
€roes’iT

s

SLTOY'YOL
ZEas're
el lo9'se
Sua2eLL
e zze'oL
TIELLES
6E'1ZLIS
L1282
£IVLE LY
® 160y
S0ELE'ZP
00°158'0F
[5Tan'eE
65'800°LE
69'STZ'SE
2e'9zs'ee
TRAT 1
00'SLE0E
o€ H6'8T
STRSIT
VR
L'0EE'YZ
06'8ZLET

ZVESE LT
80'LEE'SkE
95675 YL
E9BE9'YE
8T TBL'SE
SETLLL
ZUEWOL
9E'IBL'E9
WIBL'LS
60'LDO'SS
YSOSETS
LLee0'sy
P LY
gL'
SrLezy
+3'006'0F
10'026'9E
SL¥SULE
(9BITSE
£Z69S'EE
LIISE'IE
0TIT'oE
yo'e'se
£'155°L2

o

aZTELLV'E0L
£5SLFES
REZSYE
roe'sl
S9'E5Y'E9
£0'225'28
9L'900°15
FLLvIIS
orgsL'sy
LL'SES'YY
LZERE'TY
LmEor
rSTov'se
60T55'9E
0306LYE
BEPLLEE
Sieis'ie
00'000'0E
EVPSS BT
ZTBLVLZ
16'g28'sT
or'Zze'ye
SE'SEY'ET
BI'90E'TT




Fund 001 - General Fund

County Treasurer

Department 0300
Delia Perales

Slot # Title Bi-Weeldy Pay Hourly Rate Annual Grade/Step/E

0071  County Treasurer 4,186.12 108,839 EL

0027  Administrative Assistant 2119 44,079 12/AB

0072  Chief Deputy County Treasurer 2,575.37 66,960 23/F

0074  Senior Payroll Technician 2199 45,739 13/AA

0077  Accounts Payable Supervisor 19.40 40,359 16/E

0078  Accounting Manager 1,893.02 49,218 17/Q

0079  Payroll Technician 15.93 33,124 12/E

0081  Accounts Payable Clerk 15.15 31,519 12/A

0087  Principal Accountant 2,548.23 66,254 20/AC

2167  Accounts Payable Clerk 17.16 35,688 12/K

2231  Payroll Supervisor 22.52 46,847 16/Q

2678 Receptionist . 12.44 25,877 7/E

809 - Biroll Tec hnivan/ Tiwe Clock Plus 38,402 /A
Approved Employee Slnt\sj =12 Qompl lanc® O&%’er Payroll = 594,503 '
Note: 5005 Part Time 23,676
nersonnel General Order confirms to the Condrey Classification and Compensation Plan. . /V ’/ﬂ/
slot 0080 Payroll Technician transferred to 001-1120 County Clerk approved February 22, 2016. / \ b t)dti J

\

%m_ 0-5\ K
County Auditor: d-2A-16 9,\ b\\,)\




GENERAL ORDER OF PERSONNEL POSITIONS - FY 2015-2016

Fund 001 - General Fund

Public Information Office

Department 0550

Juan L. Sanchez

Slot # Title Bi-Weekly Pay Hourly Rate Annual Grade/Step/EQ
2129  Production Administrator 22.24 46,254 17/]/C

2291  Public Information Officer 2,883.53 3. 044y s\, 797 21/AB/D

P = " g R e
311 Addressing Liaison Oi’ﬁcerS - i,r,;?)f Lot Eat v (Wt 7 i ol 2.40 % 1 "7/ r—5,000—:1
ik ek i ) e [’
2809  Public Relations Specialist andhez (@or ) 192 S 18.46 ' 38,403 16/A/A
Approved Employee Slots = 3 | Payroll = 164,629 | #
;‘llr.l
5603 Car Allowance / 1200 .~

Note:

Personnel General Order confirms to the Condrey Classification and Compensation Plan.

x0
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