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CITY OF GRESHAM 
Department of Human Resources 

1333 NW Eastman Parkway 
Gresham, OR 97030 

(503) 661-3000 
http://greshamoregon.gov

 

INVITES APPLICATIONS FOR THE POSITION OF:
Payroll Administrator

An Equal Opportunity Employer

SALARY
   $4,945.00 - $6,430.00 Monthly    $59,340.00 - $77,160.00 Annually

OPENING DATE: 01/08/20

CLOSING DATE: 01/29/20 11:59 PM

OVERVIEW:

The City of Gresham is pleased to accept applications for a motivated and engaged Payroll
Administrator position. The Payroll Administrator produces timely and accurate citywide payroll
in support of all city departments, which amounts to approximately 600 Full-time, Part-time,
Limited Term, Temporary and Seasonal employees. This position serves as the payroll subject
matter expert and will require thorough knowledge of best practices and demonstrated
experience testing and developing workflow configurations for payroll modules in anticipation of
the City's new financial system.
 
As Oregon's fourth-largest city, Gresham is a welcoming community of hard-working people
where tradition and heritage meet innovation and opportunity. Gresham is a dynamic and
rapidly growing city where families and businesses have a mutual desire and drive to thrive.
City of Gresham employees care deeply about the community they serve, and go 'one step
beyond' to deliver services in collaborative, inventive, practical, and nimble ways. Our work is
challenging, fast-paced and rewarding.
 
We believe that to deliver the highest level of service to all Gresham community members, it is
crucial we employ a diverse workforce, foster an inclusive working environment, and ensure our
policies and systems result in equitable outcomes. The City seeks candidates who will support
these values by continuously incorporating equity in their daily work, and actively contributing
to a workplace culture that respects unique viewpoints, life experiences, and cultural
perspectives.
Come build the future with us.

POSITION DESCRIPTION:

Payroll responsibilities in this role include: time and attendance data entry, issuing checks,
submitting requests for tax payments, reconciling general ledgers, monitoring and adjusting
employee leave balances, processing W-2's, conducting benefit enrollment meetings, and
keeping up to date on payroll rules and regulations to ensure compliance.
 
The successful candidate will perform administrative and technical support for the Payroll
Department of the Finance & Management Services Department with the City. This is a full-time
regular status position Monday – Friday 8 a.m. – 5 p.m.
 
The Payroll Administrator reports to the Finance and Accounting Services Manager and applies
knowledge of automated payroll systems to prepare a semi-monthly payroll. This position may
also partner with departments across the City to provide subject matter expertise, which may
include training, support and / or involvement on committees and projects.
 
What you'll get to do:

http://greshamoregon.gov/
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Prepare, track and monitor: Oversee the City payroll processing programs using
multiple software platforms: ADP, Munis, Telestaff, Schedule Anywhere. Establishes and
maintains employee records, receives, audits and manually enters time and attendance
records (TARs) and other payroll records
Coordinate, collaborate and administer: maintains pay rates and benefit terms,
reconciles and maintains termination/retirement records, applies knowledge of various
insurance eligibility rules, as well as all bargaining unit benefit provisions and required
employee qualifications; prepares and reconciles benefits following semi-monthly payroll
process; remits benefit payments to carriers; submits changes in employee information;
remits payments of all voluntary employee deductions; conducts new employee benefit
orientations and other employee benefit education presentations to represented and non-
represented groups with variable benefit plans and options; processes benefit enrollment
forms; ensures carriers are notified regarding enrollments and changes; provides
eligibility of coverage updates, assists employees in resolving questions about benefits
and coverage; and provides benefit continuation consultation with separating employees.
Support, calculate, audit, archive: Creates and updates graphs, spreadsheets, charts
and other related technical documents. Calculate or use software to calculate backdated
pay or benefit for retroactive effective dates. Analyze and interpret data; develop
recommendations to improve routines and procedures
Customer Service champion: represent the City of Gresham providing top notch
customer service to internal staff, vendors, other city departments.
Plan, organize, and test: provide technical assistance in configuration of new Payroll
Financial system; develop test scenarios, best practice configuration, ability to self-
motivate using independent judgment on tight deadlines; develops office procedures,
routines and filing systems in support of program.
Ensure compliance: carry out requirements as specified in city, state and federal laws
and contracts relevant to program. Keeps current on industry standards and best practices
for payroll processing and recommends policy/procedural changes to ensure compliance
with applicable laws and regulations as well as efficient operating procedures. Actively
monitor for new city, state and federal payroll regulations and requirements.
Be a reliable team member: remain vigilant as the responsibilities of this position range
from moderately difficult to complex technical work. Create and maintain written
procedures in support of programs and processes.
Tackle a variety of other work: Prepares a variety of technical documents, requiring
research and analysis of program policies, reports statistics, maintains databases required
for programs, reviews a variety of reports for accuracy and compliance, provides feedback
and facilitates changes regarding non-compliance.

 Qualities we're looking for:
 

Collaborative: An outgoing professional who values partnerships and forms relationships
to get things done.
Attention to Detail: An organizer and planner who thrives on details and is
uncompromising in consistency and accuracy.
Inventive: An out of the box thinker who will apply technical skills and emotional
intelligence to problem-solving and who enjoys a challenge
Nimble: A quick thinker who navigates obstacles with a positive, can-do attitude and can
juggle multiple priorities and deadlines with near constant interruptions
Curious: A continuous learner who asks questions, explores new tools and strives to
meet the changing needs and expectations of the organization and community
Trusted: maintain confidentiality and secure sensitive information

QUALIFICATIONS:

For a complete list of knowledge, skills and abilities to successfully perform job duties, please
review the Payroll Administrator Class Specification.
 
Minimum Qualifications: 

Five years of progressively responsible payroll and/or technical/administrative experience
including research, data collection and analysis, report writing, and program

https://www.governmentjobs.com/careers/gresham/classspecs/1131813?keywords=payroll&pagetype=classSpecifications
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administration.

-OR-

An Associate's degree in public or business administration, accounting and/or payroll
management and three years of progressively responsible payroll and/or
technical/administrative experience including research, data collection and analysis, report
writing, and program administration.

  
A Certified Payroll Professional (CPP) from the American Payroll Association can substitute for
the Associate's degree.
 
Preferred Qualifications:

Experience working in a public agency
Experience working with union contracts / union environment
Experience with Governmental Payroll processes, Oregon PERS and multiple bargaining
unit contracts
Experience in maintaining and testing payroll and timekeeping systems
Excellent oral and written communication skills
Demonstrated ability to communicate complex concepts such as employee benefits or
retro pay
Demonstrated ability to maintain confidentiality
Strong ability to maintain composure and elicit empathy
Certified Payroll Professional (CPP) from the American Payroll Association
Excellent interpersonal skills to interact with a diverse audience

SELECTION PROCESS: 

Required application materials include:

A complete online application (do not put 'see resume' in any fields) 
Answers to supplemental questions
A cover letter addressing your interest and experience as it pertains to this
position
An attached resume

 To apply: Click the "Apply" button at the top of this job posting.
 
A review of all application materials submitted will determine candidates to be invited to the
next step in the selection process.  Incomplete applications may not be considered.
Candidates will receive updates on this process through email. Some email providers may block
these messages, therefore, candidates are encouraged to visit the inbox within
GovernmentJobs.com for updates.  Candidates may be asked to complete a 30 minute online
exam to assess their technical skills related to this position.
 
If you desire a modification of this process to accommodate a disability, please provide your
request in writing, or by phone to 503-618-2549.
 
Veteran's Preference
The City of Gresham provides qualifying veterans and disabled veterans with preference in
employment in accordance with state law. Any candidate wishing to have their qualifying
veteran's preference applied to the process must submit a qualifying document (DD Form
214 or 215) at the time of application providing proof of eligibility that includes discharge
status. Disabled veterans must also submit a copy of their Veteran's disability preference letter
from the US Department of Veteran Affairs at the time of application, unless the information is
included in the DD Form 214 or 215.
 
Our Commitment
The City of Gresham is committed to providing equal employment opportunity to all qualified
employees and applicants without unlawful regard to race, color, religion, sex (including
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pregnancy, childbirth, and related medical conditions), sexual orientation, gender identity,
national origin, age, mental or physical disability, genetic information, veteran status, marital
status, familial status, or any other status protected by applicable federal, Oregon, or local law.

**Any offer of employment will be contingent upon successful completion of a
criminal background check.**
 
Please direct questions about this position to 503-618-2549 or HR@GreshamOregon.gov.
 
If you need assistance with the online application, please contact NEOGOV directly at 1-855-
524-5627.

PLEASE COMPLETE AND SUBMIT YOUR APPLICATION ONLINE
AT:
http://greshamoregon.gov
1333 NW Eastman Parkway 
Gresham, OR 97030
(503) 661-3000 
#Job_Detail.Phone2#

Job #20-31 
PAYROLL ADMINISTRATOR

CF

Payroll Administrator Supplemental Questionnaire

 
* 1. What best describes your highest level of education?

 High School Diploma or GED
 Some College
 Associate's Degree
 Bachelor's Degree
 Master's Degree or Above
 None of the above

* 2. Do you possess a Certified Payroll Professional (CPP) certification from the American
Payroll Association?

 Yes
 No

* 3. What best describes your experience processing payroll?

 No experience
 Less than one year
 More than one year but less than three years
 More than three years but less than five years
 Five or more years

* 4. Based on your response to experience in processing payroll, please describe this
experience to include the size (number of employees) and complexity of the
organization(s). Include any experience within a government or unionized environment. If
you do not have this experience, please type 'N/A'.

* 5. What best describes your experience maintaining and testing payroll and timekeeping
systems?

 No experience
 Less than one year
 More than one year but less than three years
 More than three years but less than five years
 Five years or more

* 6. Based on your previous response, please describe the systems you have experience in
maintaining and testing for payroll and timekeeping. if you do not have this experience,
please type 'N/A'.

mailto:HR@GreshamOregon.gov
http://greshamoregon.gov/
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* 7. How do you ensure that you stay current on regulations that impact payroll? Describe the
source and type of information you rely on for continuing education.

* 8. Please describe a project where you were involved in a process change for your
organization. What was your role? What was the outcome of the change?

* 9. You receive an inquiry from an employee about their recent paycheck. Upon further
investigation, you discover an error in the setup of a new premium code that led to an
overpayment to this and a few other employees for the two most recent pay periods. How
would you approach communicating and correcting the overpayments? What steps would
you take to prevent the same type of error from happening again.

* 10. I acknowledge that I have attached all required application materials to include a resume
and letter of interest. I further understand that if I do not attach all required application
materials I may be disqualified from consideration.

 Yes, I have attached all required application materials
 No, I have not attached all required application materials and understand I may be

disqualified.
* Required Question


