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WASHINGTON COUNTY, OREGON
invites applications for the position of: 

Payroll Specialist
An Equal Opportunity Employer

SALARY:
Hourly

$26.57 - $32.29

OPENING DATE: 06/22/19
 
CLOSING DATE: 07/14/19 11:59 PM
 
THE POSITION:

JOB # 2019-177

The Board approved a salary adjustment on June 18th for this position, which will be effective July 1, 2019.
The new hourly rate will be $27.50 to $33.42.
 
Are you ready to take your accounting career to the next level? Do you enjoy working with numbers AND a diverse group
of people? Then Come Lead with Us in a culture that fosters a supportive and healthy environment as a Payroll
Specialist! 

The Finance Division of the Department of Support Services manages the accounting system and financial records of the
County, reports on the County's fiscal affairs, and provides advice and assistance to operating departments on financial
administration matters. This is a collaborative team that strives for a work environment built on trust with strong
leadership support and provides excellent support to our internal and external customers.

As a Payroll Specialist you will be one of two employees who administer the preparation and coordination of the central
payroll operation for Washington County. The successful candidate will oversee the processing of bi-weekly payroll to
ensure delivery of accurate pay statements to employees and deduction payments to appropriate providers.  Essential
responsibilities will also include reviewing, verifying, balancing and processing payroll data. Additionally, if selected, you
will interpret County policies, union contracts, and government regulations pertaining to payroll procedures.

The ideal candidate will have directly related experience in a government setting including knowledge of Oregon Public
Employees Retirement System (PERS), intermediate to advanced level working knowledge of Microsoft Office Excel and
Word, working with Oracle (or the equivalent) Enterprise Reporting System (ERP), possess an advanced level of attention
to detail and comprehension and/or experience working with multiple union contracts. Certified Payroll Professional
Certification preferred but not required.
 

Washington County offers employees a collaborative culture, work-life balance, and a comprehensive benefits package.
Working within Washington County provides daily opportunities to serve and build communities now and into the future.

We are an equal opportunity employer with a commitment to a diverse and inclusive workforce. Women, minorities,
veterans, and people with disabilities are encouraged to apply.

 
ESSENTIAL JOB DUTIES:
Duties may include:

Enters and maintains payroll files necessary to process payroll in compliance with federal and state reporting
requirements.
Identifies and resolves problems and inconsistencies; determines corrective entries to maintain payroll accounting
controls; examines, reconciles, balances, and adjusts payroll accounting records; and coordinates payroll accounting
activities with other county departments and divisions.
Reviews collective bargaining agreements, County policies, and government regulations prior to making payroll
changes and implementing payroll-related provisions. Coordinates changes with Human Resources.
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Uploads and reconciles Public Employee's Retirement System (PERS) billings and reports any discrepancies or
differences.
Researches PERS suspended records and processes adjustments, employee paybacks, and employee refunds.
Analyzes payroll accounts against third party payments, benefits, and payroll taxes.
Prepares, implements, and controls voluntary and other forms of deductions, such as exemptions, garnishments,
withholdings, and allowances.
Monitors payroll processes and makes schedule changes for the central payroll and decentralized payroll users of
Washington County.
Coordinates and maintains data relating to the payroll system operation; prepares regular and ad-hoc reports; and
maintains central control of payroll records to ensure the integrity and accuracy of each payroll transaction in the
payroll system.
Reports current employment statistics to the US Department of Labor; reports data for Annual Survey of
Government Employment US Census Bureau; and verifies earnings for Employment Verification.
Balances, processes, and reconciles W-2 forms and prepares quarterly and year-end reports.
Prepares and submits federal, state, FICA, and Medicare taxes; processes journal entries for tax payments; and
submits federal and state biweekly and quarterly tax payments.
Supports end users within a decentralized payroll system, which includes training new users in payroll methods and
procedures; and ensuring all users are aware of changing federal, state, and local laws and regulations.
Leads payroll user group work sessions for all employees of Washington County by training them on proper payroll
procedures and processes.
Assists in developing, testing, and implementing changes to the payroll computer system by collaborating with
Information Technology Services employees.
Provides payroll knowledge, input, and tests new processes to ensure they work properly.
Recommends changes and enhancements to the payroll computer system which includes reports, procedural
changes, and internal system control.
Participates in the evaluation of policy and procedures that affect payroll process.

 
KNOWLEDGE, SKILLS AND ABILITIES:
Education and Experience:
A typical way to obtain the knowledge and abilities would be:

Possession of an Associate's Degree in accounting, business, or related field AND two (2) or more years of work
experience related to maintaining a payroll system or processing payroll records; OR
Accounting Certificate (12 months) AND three (3) or more years of work experience related to maintaining a payroll
system or processing payroll records; OR
Five (5) or more years of paraprofessional work experience maintaining a payroll system or processing payroll
records.

Additional Licenses, Certificates, Physical Abilities, and Specialty Requirements:

The incumbent must pass an extensive background check which includes evaluation of credit history.

If you have completed education in a foreign college or university and are using this education to meet the
minimum qualifications, you must provide documentation that the foreign education is comparable to that
received within the United States' accredited college or university system or your application will not be
accepted.

Washington County organizes its positions into classifications. Classification descriptions are typically written broadly. To
review this classification, please use this link: Payroll Specialist.

Please be clear and specific in the applicable sections of the employment application about how your background is
relevant. This information must also be consistent with your supplemental question responses if applicable.  Please
note: Answers to the supplemental questions are typically evaluated separately from your application.
 
SUPPLEMENTAL INFORMATION:
Washington County is committed to using a Merit Based System in which recruiting, selecting, and advancing employees is
based on their relative knowledge, skills, and abilities.
 
Selection Process:
1. An evaluation of training and experience will be performed by Human Resources. This review will take place the week of
July 15, 2019.

2. A Subject Matter Expert (SME) Panel will perform an evaluation of experience and training taken from your employment
application materials to include responses to supplemental questionnaire. This process will begin after July 17, 2019.

3. Our goal is to schedule oral panel interviews with candidates that successfully pass the SME evaluation step as soon as
possible.

https://www.governmentjobs.com/careers/cowashingtonor/classspecs/104996?keywords=payroll%20spec&pagetype=classSpecifications


6/21/2019 Job Bulletin

https://agency.governmentjobs.com/cowashingtonor/job_bulletin.cfm?JobID=2486046 3/5

Please note: candidates that are successful in the evaluation process may have their applications referred for additional
vacancies in the same classification, or job family.

Veterans' Preference:
If you are a Veteran and would like to be considered for a Veterans' preference for this recruitment, please review
instructions using this link: Veterans Preference Points Instructions.
 
Accommodation under the Americans with Disabilities Act:
Reasonable accommodation is available to anyone whose specific disability prevents them from completing this application
or participating in the selection process for this recruitment.  To obtain confidential assistance please contact Human
Resources 503-846-8606, or e-mail at: hr@co.washington.or.us at least 48 hours before any step in the recruitment and
selection process for which you feel you need accommodation.
 
Status of Your Application:
You will be advised by e-mail of your status at each step in the application process, from initial application to final
employment disposition. Please note that Washington County communicates with all candidates via email. If you "opt out"
or "unsubscribe" of email notification from notices in NEOGOV it will impact our ability to communicate with you about job
postings. 
 
Questions (?) Regarding This Recruitment:
Camille Hughes, Talent Acquisition Business Partner
Camille_Hughes@co.washington.or.us
 

*Washington County is a drug-free workplace*

 
APPLICATIONS MAY BE FILED ONLINE AT: 
http://www.washcojobs.org 

OUR OFFICE IS LOCATED AT: 
Washington County Public Services Building 
155 N First Avenue Ste. 270 
Hillsboro, OR 97124 
503-846-8606 
HR@co.washington.or.us 

Job #2019-177 
PAYROLL SPECIALIST 

CH

Payroll Specialist Supplemental Questionnaire

 
* 1. The following supplemental questions are an important step in the examination and

selection process to assist us in determining if you possess the knowledge, skills and
abilities to succeed in the posted vacancy. Your responses to the supplemental questions
will be evaluated and scored. Please note: Answers to the supplemental questions are
typically evaluated separately from your application. It is important when completing
your application that you are clear and specific in the applicable sections of the
employment application. 

Your score for this part of the examination process will be determined by the content and
quality of your responses to the supplemental questions. A lack of a complete and
thorough response to each of the supplemental questions in the space provided may
negatively impact your score for this part of the examination process. Responses with
more than 250 words are ideal for essay questions.

In addition, the selections you make and the responses you provide in the questionnaire
must accurately reflect what is documented in your employment application since you
may be asked to provide specific examples of qualifications if you are invited to
participate in the interview phase of our selection process.

Have you read and do you understand the information listed above?

 Yes     No
 
* 2. The minimum qualifications for this position are:

• Associate's Degree in accounting, business, or related field AND two (2) or more years
of experience related to maintaining an inhouse payroll system or processing payroll
records; OR

• Accounting Certificate (12 months) AND three (3) or more years of work experience

http://www.co.washington.or.us/Support_Services/HR/Employment/upload/Veterans-Preference-Documentation.pdf
mailto:hr@co.washington.or.us
mailto:Camille_Hughes@co.washington.or.us
http://www.washcojobs.org/
mailto:HR@co.washington.or.us
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related to maintaining an inhouse payroll system or processing payroll records; OR

• Five (5) or more years of paraprofessional work experience maintaining an inhouse
payroll system or processing payroll records.

Do you meet these minimum qualifications?

Note: One (1) year of work experience is the equivalent to 2080 hours (Ex: 40
hours/week x 52 weeks = 2080 hours).

 Yes     No
 
* 3. Please self-select your highest level of education.

 High School Diploma, GED or equivalent
 Some college, no degree received
 Associates Degree
 Bachelors Degree
 Master's Degree or higher

* 4. Please select your paraprofessional work experience maintaining a payroll system or
processing payroll records.

 Less than 2 years
 2 years but less than 3 years of experience
 3 years but less than 4 years of experience
 4 years but less than 5 years of experience
 5 or more years

* 5. Please identify the size of the largest organization you have been responsible for or
assisted in conducting inhouse payroll processing?

 1-100 employees
 101-500 employees
 501-1000 employees
 1001-2500 employees
 Over 2501 employees
 I have no experience processing inhouse payroll.

* 6. Please select all certificates you currently possess. If none, mark N/A.

 Accounting Certificate
 Payroll Professional Certificate
 N/A

* 7. Please select the level of proficiency you possess working with Microsoft Excel
spreadsheets or equivalent.

Please use the following definitions when responding to this question.

A beginner possesses fundamental spreadsheet knowledge and can create and format
spreadsheets, copy data, and create formulas and functions to calculate data.

In addition to the above, an intermediate level user can work with multiple worksheets,
create and perform complex mathematical calculations on spreadsheet data, sort and
filter lists, customize spreadsheets and create custom templates.

An advanced level user can use the VLookup function and problem solving tools, link and
consolidate multiple workbooks, use Advanced Filter to find data and copy to another
location, create pivot tables and automate repetitive tasks and procedures.

Select if you are a beginner, intermediate or advanced level user.

 No experience using Microsoft Excel or equivalent
 Beginner
 Intermediate
 Advanced

* 8. Please describe all Enterprise Reporting Program (ERP) software in which you are
proficient. In your response, please provide detail regarding your experience with Human
Resource Information System (HRIS) and/or payroll functions, to include: 
• What was your role?
• What work duty functions did you use the ERP for?
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If you do not have any experience, enter N/A.

* 9. Please describe in detail your experience effectively preparing and balancing period-end
reports. 

In your response, provide examples of reports you prepared for all of the following
frequencies:

* Weekly 

* Quarterly

* Annually 

If you do not have any experience, enter N/A.

* 10. Please describe your experience and roles working with various retirement plans (i.e.
Oregon PERS, 457 plans, 403 (B) & 401 plans). If you do not have any experience, enter
N/A.

 11. U.S. Armed Forces Veterans: If you served in the U.S. Armed Forces, and are
requesting to use veterans preference points, please describe in detail your training and
transferable skills from your military service as they apply to the requirements of this
position.

Enter N/A if you do not have military service.

* Required Question


