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Attachment IV


College Director of Payroll
The College Director of Payroll reports to the College Associate Dean of Finance within the Office of Business and Financial Affairs.  The primary responsibilities of this position are as follows: 
1. Develops and implements the policies that govern the day-to-day payroll activities required to insure accurate and timely wage and salary payments are made to all College employees in accordance with federal, state and local laws, regulations and guidelines.
2. Oversees the hiring, training, supervision and evaluation of all professional and clerical staff within the Payroll Office.

3. Insures that the Payroll Office staff, including the Payroll Administrator, implements any changes in payroll required by contractual agreements, Board of Trustee policies, or federal, state or local laws, regulations and guidelines.

4. Evaluates and certifies all College payroll transactions prior to the generation and issuance of the College payroll.

5. Oversees the reconciliation of payroll data with information in the general ledger, including salaries, taxes and benefits payments, in conjunction with the Office of Business and Financial Affairs and the Office of Human Resources.

6. In coordination with the Payroll Administrator, College Associate Dean of Faculty and Professional Advancement (Adjunct Services), College Associate Dean of Finance and the Assistant Vice President for Employee Resources, insures proper input of employees’ time, including full and part-time faculty, and the implementation of any changes in employee benefits and payroll deductions.

7. Collaborates with the Associate Dean of Information Technology to provide work specifications that will support payroll operations, including the implementation of any changes required by system upgrades and information provided to employees through self-service Banner.
8. Oversees the coordination between the campuses and the College departments for the complete, accurate and timely submission of College payroll reports.

9. Directs and coordinates training programs for the payroll module of the Banner system.

10. Effectively communicates payroll information to the College community, including maintaining information on MySCCC through the College website.
11. Monitors institutional compliance to the statutory requirements of the College Work Study program, in conjunction with the College Financial Aid Office.

12. Certifies and issues official College records to authorized personnel, educational institutions or governmental agencies, as required, in conjunction with the Office of Human Resources and the Office of Legal Affairs.

13. Represents the College, as requested, at meetings with Suffolk County relating to payroll functions.

14. Performs such other related duties as directed by the College Associate Dean of Finance or the Vice President for Business and Financial Affairs.
Minimum qualifications for this position include a Bachelor’s degree in a relevant field with five years of relevant experience or fifteen years of relevant experience in payroll operations and management in higher education or government.  
