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POSITION AVAILABLE

Assistant Payroll/Fiscal Analyst
Budget & Finance Department
Grade 11 (Minimum Salary $43,826)

The Assistant Payroll/Fiscal Analyst assists the Payroll Manager in the bi-weekly preparation of
payroll and the Fiscal Analyst in the preparation of monthly bank reconcilements. As needed, the
Assistant Payroll/Fiscal Analyst provides backup in the areas of accounts payable and accounts
receivable.

Applicant must possess an Associate Degree in Accounting or related field with the successful
completion of one-year course work in accounting. Two years of experience in an accounting or
related office environment. And experience in payroll and bank reconcilements preferred.

The applicant should have knowledge of accounting procedures, principles and mathematics. The
ability to interpret policies, procedures, laws, and contracts. Knowledge of payroll systems and
delivery of automated systems in payroll. The applicant must be able to multi-task, work under
deadline dates, and withstand day-to-day changing priorities. Ability to understand and carry out
detailed instructions, strong analytical skills, comprehensive knowledge of Microsoft Office
systems and good verbal and written communication skills.

Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential tasks.

To apply, visit our website at www.washco-md.net or complete and return an Application to
HR@washco-md.net or by mailing to Washington County Human Resources Department, 100
W. Washington Street, Room 2300, Hagerstown, Maryland 21740. Internal candidates must use
an Internal Application and include a resume when submitting.

Washington County is an Equal Opportunity Employer. Individuals requiring special
accommodations or assistance are requested to contact the Human Resources Department at 240-
313-2350, Voice or TDD (D/HH use 711) M/F/H/V

DEADLINE FOR FILING APPLICATIONS WITH HUMAN RESOURCES:
Wednesday, October 28, 2020 @ 4:00pm
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JOB TITLE: Assistant Payroll/Fiscal Analyst GRADE 11
. FLSA
DEPARTMENT: The Office of Budget and Finance STATUS Non-Exempt

REPORTS TO: Director of Budget and Finance

General Definition of Work:

Under general supervisory direction, performs mid- level financial work requiring technical knowledge in
accounting.

General Responsibilities:

The Assistant Payroll/Fiscal Analyst assists the Payroll Manager in the bi-weekly preparation of payroll and the
Fiscal Analyst in the preparation of monthly bank reconcilements. As needed, the Assistant Payroll/Fiscal Analyst
provides backup in the areas of accounts payable and accounts receiveable.

Essential Duties and Responsibilities:

I. Assist the Payroll Manager with the preparation of bi-weekly payroll.

2. Assist in testing payroll software updates and updating documentation of the system as needed.

3. Assist in filing requests for payroll system fixes, testing the fixes, and documentation of the process.

4. Respond to questions and requests for information from employees related to their paychecks.

5. Prepare reports and queries requested by staff for the purpose of billing, requesting reimbursement from
grants, and for other budgeting and accounting purposes.

6. Assist in reconciling general ledger accounts related to payroll.

7. Assist the Fiscal Analyst in the monthly reconcilement of the general operating and payroll bank
reconcilements.

8. Provide backup in the areas of accounts receivable during periods of high call volume.

9. Provide backup in the area of accounts payable as necessary.

10. Perform other tasks as requested by the Chief Financial Officer and Director of Budget and Finance.

Knowledge, Skills, and Abilities

Knowledge of accounting procedures, principles and mathematics.

Ability to interpret policies, procedures, laws, and contracts.

Knowledge of payroll systems and delivery of automated systems in payroll.

Must be able to multi-task, work under deadline dates, and withstand day-to-day changing priorities.
Ability to understand and carry out detailed instructions.

Strong analytical skills

Comprehensive knowledge of Microsoft Office systems.

Good verbal and written communication skills.
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Education and Experience

I. Associate’s Degree in Accounting or related field with the successful completion of one-year course
work in accounting.
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2. Two years of experience in an accounting or related office environment.
3. Experience in payroll and bank reconcilements preferred.

Physical Requirements

Must have the use of sensory skills in order to effectively communicate and interact with other employees and the
public through the use of the telephone and personal contact as normally defined by the ability to see, read, talk, hear,
handle or feel objects and controls. Physical capability to effectively use and operate various items of office related
equipment, such as, but not limited to a, personal computer, calculator, copier, and fax machine. Some standing,
walking, moving, climbing, carrying, bending, kneeling, crawling, reaching, and handling, pushing, and pulling;
Ability to do light lifting.

Special Requirements

None.
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