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LOS ANGELES COMMUNITY COLLEGE DISTRICT CLASS SPECIFICATION 
PERSONNEL COMMISSION CLASS CODE 1301 

 
 

SUPERVISING PAYROLL TECHNICIAN 
 
DEFINITION 
 

Plans, schedules, and supervises the work of a specialized clerical unit engaged in processing payroll data 
and records, and personally resolves the most complex and difficult payroll problems of the unit.  

 
TYPICAL DUTIES 
 

Supervises, plans, coordinates, schedules, and assigns the work of a group of specialized clerical 
employees engaged in processing payroll data and records, maintaining payroll records, and resolving 
discrepancies with payroll data and records. 

Assists in the development or revision of computer application procedures pertaining to the processing of 
payroll data and records. 

Develops, evaluates, revises, and implements work methods and procedures used by the unit in processing 
payroll data and records. 

Reviews proposed changes in State and Federal laws and recommends modification, support, or 
opposition by District or recommends changes to current procedures, policies, or instructions to 
conform to legislation which has been enacted. 

Reviews, interprets for staff, and implements applicable provisions of Board reports, bargaining unit 
contracts, and Personnel Commission Rules as they affect the processing of payroll  data and records. 

Determines workload requirements, establishes priorities for completion of work, prepares work schedules 
to meet deadlines, sets up work flow and assigns work accordingly. 

Works directly with contract auditors on matters arising from audit of payroll operations by preparing 
responses to problems or requests for corrective actions. 

Reviews the work of subordinates for accuracy, adequacy, and compliance with instructions, procedures, 
and work methods. 

Effectively utilizes computerized systems in the processing of payroll related data. 
Resolves substantive problems, discrepancies, and responds to non-routine inquiries related to payroll data 

and records. 
Creates, runs, evaluates, and modifies a variety of complex payroll reports. 
Answers non-routine inquiries from administrators, employees, employee representatives, and other 

governmental agencies on matters related to the processing of payroll data and records. 
Explains operating procedures, policies, and regulations outlined in Personnel Commission Rules, Board 

of Trustees Rules, and collective bargaining agreements to District employees. 
Trains employees in the work of the unit and evaluates and advises them on work performance. 
Answers questions of subordinates on matters subject to interpretation. 
Participates in payroll preparation during peak workload periods and in the absence of regularly assigned 

staff. 
On designated matters, acts for a supervisor in his/her absence. 
Performs related duties as assigned. 
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DISTINGUISHING CHARACTERISTICS 
 

A Supervising Payroll Technician supervises a specialized clerical unit engaged in processing payroll 
data and records, including the audit of salary payments, deductions, and benefits accruals and balances, 
and payroll records, the application of academic and classified rules and regulations, and collective 
bargaining unit agreements, extensive public contact, and the correction of errors in payments, deductions, 
and quota accruals and balances. An incumbent also resolves the most complex and difficult payroll 
problems of the unit.  
 
A Senior Payroll Technician acts in a lead capacity and participates in the work of a small unit engaged 
in the clerical processing of payroll data and records.  Extensive public contact is also considered an 
essential function of this class. 

 
A Payroll Technician performs complex clerical duties related to the processing of payroll data and 
records, auditing of salary payments, deductions, benefits accruals and balances, and payroll records for 
compliance with rules and regulations, updating and maintaining payroll data in a computerized payroll 
system, and resolving discrepancies in salary payments, deductions, benefits accruals and balances, and 
records.  Extensive public contact is also considered an essential function of this class. 
 

SUPERVISION  
 

General supervision is received from the Payroll Manager.  Immediate supervision is exercised over 
Senior Payroll Technicians, Payroll Technicians, and other assigned clerical staff. 

 
CLASS QUALIFICATIONS 
 
 Knowledge of: 
 

Federal, State and local laws relative to salaries, deductions, and employee benefits 
Board Rules, Personnel Commission Rules, and union contracts as they relate to wages, salaries, 

fringe benefits, and deductions 
Policies, rules, and regulations related to the State Teachers’ Retirement System, the Public 

Employees’ Retirement System, and Public Agency Retirement Services system 
Computerized payroll systems and procedures 
Accounting principles and procedures 

  Time reporting and payroll procedures 
  Office management practices and procedures 

Methods and terminology used in financial and statistical recordkeeping 
Principles of supervision and training 
Letter, memorandum, and report formats 
Business English, punctuation, spelling, and grammatical usage 
Customer services techniques for public contact in person, on the phone, and in written 

communication 
Capabilities of computer systems, software, and hardware in the management of payroll operations 
 

 



Revised  SUPERVISING PAYROLL TECHNICIAN 4//26/16 

 Ability to: 
 
  Plan, assign, and supervise, the work of others 
  Train others in specialized payroll practices and procedures 
  Evaluate work methods and performance 

Critically review complex payroll data and records, detect discrepancies, draw conclusions, and 
take corrective action 

Interpret, apply, and explain complex rules and regulations related to payroll and retirement 
systems 

Apply information systems coding procedures related to payroll operations 
  Effectively utilize a computerized payroll system 
  Review, record, and verify payroll information with speed and accuracy 
  Effectively communicate orally and in writing 
  Effectively utilize computer hardware and software in the performance of duties 

Establish and maintain effective relationships with District staff, faculty, students, and 
representatives from other agencies 

Give clear and concise instructions 
Make arithmetical computations rapidly and accurately 

  Prepare accurate reports 
  Maintain accurate and detailed records 
  Generate, and interpret complex computer data reports related to payroll 
  Work under the pressures of recurrent deadlines with frequent interruptions 

Learn specialized software applications 
 
ENTRANCE QUALIFICATIONS  
 
 Education and Experience: 
 

Graduation from high school or its equivalent AND four years of full-time paid  payroll  experience 
in a central payroll unit serving over 1,000 employees using a computerized payroll system, 
including computation of salary payments and deductions and resolution of discrepancies. The 
required experience must have also included one year in a lead or supervisory capacity. A 
successfully completed college-level course in supervision may substitute for the required one year 
of experience in a lead or supervisory capacity. College-level coursework in accounting, office 
management, and principles of supervision and training are desirable.  
 

Reasonable Accommodation  
 
Our class specification generally describes the duties, responsibilities, and requirements characteristic of the position(s) 
within this job class. The duties, responsibilities, and requirements of a particular position within this class may vary 
from the duties of other positions within the class.  
 
In accordance with the Americans with Disabilities Act (ADA), the Los Angeles Community College District provides 
reasonable accommodation to qualified individuals with covered disabilities on a case-by-case basis throughout the 
application, examination, and hiring processes and throughout employment. If an individual is in doubt about his or her 
ability to perform the duties and responsibilities of a position or possession of any other requirement noted in a class 
specification or job announcement, he or she should always apply for a position and request reasonable accommodation 
at the appropriate time. 
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