EXHIBIT A
NEW CASTLE COUNTY GOVERNMENT Number 0214 26119

Page 10of3
CLASS SPECIFICATION Date  5/15/23
Approved:

Title: PAYROLL SUPERVISOR 7’/}1{—"':"”"&"&7'{'52“’@-%?&

GENERAL STATEMENT OF DUTIES: Performs professional supervisory work related to the
County’s centralized payroll operation; does related work as required.

DISTINGUISHING FEATURES OF THE CLASS: An employee in this class performs a variety of
professional and supervisory tasks associated with all aspects of payroll activities for County
employees. This employee supervises accounting functions in the preparation, processing,
maintenance, verification, and reconciliation of payroll records for County personnel. Work
involves the exercise of judgement in the application of prescribed policies, procedures, laws, and
regulations. This is a confidential position dealing with sensitive payroll-related matters. This
employee is supervised by an Accounting and Fiscal Manager or other designated supervisor.

EXAMPLES OF WORK: (lllustrative only)

- Supervises the daily activities of the payroll unit with adherence to personnel and
administrative policies, collective bargaining agreements, County Code, Federal and State
laws and other financial regulations;

- Reviews, analyzes, and evaluates systems, policies, procedures, programs and services
and makes recommendations for changes needed to ensure effectiveness and improve
services;

- Conducts research, prepares reports and makes recommendations regarding fiscal
activities as they relate to the centralized payroll and human resource information system;

- Investigates, researches and analyzes problems and complaints and makes appropriate
recommendations; assists Human Resources in researching payroll information related to
complaints and grievances that Human Resources is researching;

- Supervises, trains, and instructs employees; assigns, coordinates and supervises the
work of professional, technical and support staff and monitors the progress of work and
special projects;

- Reviews work of assigned staff for completeness, accuracy and conformance with County
policies, procedures, ordinances, labor contracts, federal reqgulations and state
requlations;

- Supervises and coordinates payroll administration and employee data—basedatabase
maintenance functions on a County-wide basis in conjunction with Human Resources to
include attendance and tie entry records, leaves of absence, pay plan updates, vacation
and sick leave updates, payroll and hours adjustments and resolves related problems.

- Supervises and coordinates activities relating to Payroll systems in conjunction with other
divisions within the Department of Administration (Finance, IS, HR);

- Prepares quarterly Workers Compensation estimates;

- Works in conjunction with Human Resources to ensure employees are paid correctly
based on updated pay plans, classifications, and retro pays.

- Prepares reports, briefs and correspondence for the CFO, Accounting, independent
auditors, and others;

- Prepares quarterly IRS filings, DOL quarterly filings, garnishments, deduction registers,
loan repayments;

- Prepares 1099R’s;

- Prepares W-2s;
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- Monitors and evaluates personnel performance, prepares performance evaluations, and
conducts performance appraisal discussions; Recommends training for subordinates;

- Reviews and approves employee leave requests;

- Recommends appropriate progressive discipline as necessary;

- Provides technical assistance and advice to payroll timekeepers and fiscal personnel in
other departments;

- Responsible for enrolling and maintaining time reporter records and security access;

- Monitors all phases of payroll calculations each week;

- Reviews gross-to-net transactions, reconciliations and analysis;

- Reviews all final payroll registers and participates in the verification of the general ledger
interface;

- Develops monthly statistical reports and schedules used to maintain the integrity of the
data stored in the Payroll and Human Resources Information System for management
use;

- Updates and maintains various payroll tables within the Payroll and Human Resources
Information Systems;

- Assists Information Systems with Payroll and Human Resources Information System
updates, upgrades, and enhancements by performing parallel tests and analyzing results;
works directly with selected vendor to ensure any upgrades or new systems conform to
the needs and requirements of the County;

- Formulates and updates written procedures and guidelines for the payroll staff used as
training tools and to strengthen internal controls for the department and County-wide;

- Reconciles the payroll clearing account and liability accounts on a monthly basis;

- Promotes an ongoing attitude of dedication to excellent public service and ensures that
external and internal customers are provided with the highest quality of service;

- Operates a personal computer and other related equipment in the course of the work.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: Thorough knowledge of the principles and
practices of payroll operations and tax regulations; thorough knowledge of accounting principles
and practices; a strong understanding of an automated payroll system; a strong working
knowledge of financial databases, information systems and electronic payment systems; ability
to supervise the work of others; good knowledge of government organization, procedures and
system analysis; good knowledge of office management practices and procedures; ability to
understand and follow complex oral and written directions; ability to conduct research, draw
conclusions and make recommendations to management; ability to make decisions in accordance
with laws, ordinances, regulations, and established policies; ability to prepare clear, concise
reports; ability to communicate courteously and effectively, both verbally and in writing; ability to
maintain confidentiality in all aspects of the work; ability to establish and maintain courteous and
effective working relationships with management, employees, vendors and outside agencies.

MINIMUM QUALIFICATIONS: At least three (3) years of experience in payroll operations; and
possession of a Bachelor's Degree from an accredited college or university with major course
work in business, accounting, or finance; or an equivalent combination of education, experience
and training directly related to the required knowledge, skills, and abilities.

PREFERRED QUALIFICATIONS: Three (3) years of experience working with the Payroll and
Human Resources Information System.
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ADDITIONAL REQUIREMENTS: Ability to pass a Class Il County physical examination and
background check.

HISTORY OF REVISIONS:

Established: 11/02/12
Revised: 08/04/17
Revised: 05/15/23
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PAY PLAN AND RATES OF PAY FOR NON-UNION CLASSIFIED SERVICE EMPLOYEES

CLASSIFICATION G;ﬁ;E 1 2 3 4 5 6 7 8 9 10 11
SENIOR SERVICES TRANS. PROGRAM COORD. 16 35,803 37,592 39,472 41,446 43,518 45693 47,977 50,376 52,895 55540 58,317
INSURANCE CLAIMS ASSISTANT 17 37,593 39,473 41,447 43,519 45695 47,980 50,379 52,898 55,543 58,320 61,236
SENIOR SERVICES CENTER DIRECTOR 18 39,474 41,448 43,520 45,696 47,981 50,380 52,900 55544 58,321 61,238 64,300
CONFIDENTIAL ASSISTANT 20 43,520 45,696 47,981 50,380 52,900 55,544 58,321 61,238 64,299 67,514 70,889
HUMAN RESOURCES ASSISTANT

FINANCE INFORMATION SPECIALIST 22 47,980 50,379 52,898 55543 58,320 61,237 64,298 67,513 70,888 74,433 78,155

FIRE/MEDICAL COMMUNICATIONS SUPERVISOR
POLICE COMMUNICATIONS SUPERVISOR
VICTIM'S ASSISTANCE OFFICE COORDINATOR

REGISTER IN CHANCERY OFFICE ADMINISTRATOR 23 50,378 52,897 55542 58,319 61,236 64,297 67,512 70,887 74,432 78,154 82,061
STORMWATER INSPECTION SUPERVISOR

CRIME ANALYST 24 52,900 55,544 58,321 61,238 64,299 67,514 70,889 74,434 78,156 82,064 86,167
LAND USE PARALEGAL

PUBLIC INFORMATION SPECIALIST

REAL ESTATE COORDINATOR

CUSTOMER INFO. AND ASSISTANCE SUPV. 25 55,545 58,322 61,239 64,301 67,515 70,891 74,435 78,157 82,065 86,168 90,476
POLICE ACCREDITATION COORDINATOR

ASSISTANT COMMUNITY SERVICES ADMIN. 26 58,322 61,239 64,301 67,515 70,891 74,435 78,157 82,065 86,168 90,476 95,000
ASSISTANT LAND USE ADMINISTRATOR

ENVIRONMENTAL ENGINEER |

HUMAN RESOURCES TECHNICIAN

INSURANCE ADMINISTRATOR

LAW OFFICE ADMINISTRATOR

COMMUNITY GOVERNING ADMINISTRATOR 27 61,238 64,299 67,514 70,889 74,434 78,156 82,064 86,167 90,475 95,000 99,749
SPORTS AND ATHLETICS ADMINISTRATOR

ENVIRONMENTAL ADMINISTRATOR 28 64,299 67,514 70,889 74,434 78,156 82,064 86,167 90,475 95,000 99,749 104,737
FACILITIES PROJECT MANAGER

FISCAL AND POLICY ANALYST

LAND USE SERVICES ADMINISTRATOR

LAND USE SERVICES ADMINISTRATOR, EMPLOYEE ENGAGEMENT AND HIRING SUPPORT

PUBLIC WORKS PROGRAM MANAGER

STORMWATER PROGRAM COORDINATOR

BENEFITS ADMINISTRATOR 30 70,891 74,435 78,157 82,065 86,168 90,476 95,001 99,750 104,738 109,975 115,474
COMMUNITY SERVICES ADMINISTRATOR
EMPLOYEE RELATIONS SPECIALIST
HUMAN RESOURCES ADMINISTRATOR
LAND USE ADMINISTRATOR
OPERATIONS SERVICES MANAGER
PARKS DEVELOPMENT PLANNER
PAYROLL SUPERVISOR

PENSION ADMINISTRATOR

SENIOR FISCAL AND POLICY ANALYST
TRANSPORTATION PLANNER

DEVELOPMENT FACILITATOR 31 74,439 78,160 82,068 86,171 90,479 95,004 99,753 104,742 109,979 115,477 121,251
PROPERTY ASSESSMENT SERVICES MANAGER
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DEPARTMENT FINANCE OFFICER 32 78,159 82,067 86,170 90,478 95,003 99,752 104,740 109,977 115,475 121,249 127,312
INFORMATION SYSTEMS ASSISTANT MANAGER

LICENSING MANAGER

MANAGEMENT AND PRODUCTIVITY MANAGER

PLANNING MANAGER

SENIOR FINANCIAL OFFICER

ACCOUNTING AND FISCAL MANAGER 34 86,169 90,477 95,002 99,751 104,739 109,976 115,474 121,248 127,310 133,675 140,359
ASSISTANT LAND USE MANAGER

CHIEF OF SPECIAL PROJECTS

COMMUNITY SERVICES MANAGER
ENGINEERING SERVICES MANAGER
INFORMATION SYSTEMS MANAGER

INSURANCE AND LOSS CONTROL MANAGER
INTERNAL SERVICES MANAGER

PARKS DIVISION MANAGER

PENSION PROGRAM MANAGER

SEWER OPERATIONS MANAGER

STORMWATER & ENVIRONMENTAL PROGS. MGR
TREASURY MANAGER

FINANCE LEGAL OFFICER 35 90,478 95,003 99,752 104,740 109,977 115,475 121,249 127,312 133,677 140,361 147,379
HUMAN RESOURCES MANAGER

DEPUTY CHIEF FINANCIAL OFFICER 36 95,002 99,751 104,739 109,976 115,474 121,248 127,310 133,675 140,358 147,376 154,745
FIRST ASSISTANT COUNTY ATTORNEY

PUBLIC WORKS SENIOR MANAGER

DEPUTY CHIEF OF TECHNOLOGY

NON-UNION CLASSIFIED SERVICE EMPLOYEES OF EMERGENCY COMMUNICATIONS AND EMERGENCY MEDICAL SERVICES
ASSISTANT CHIEF OF EMERG. COMMUNICATIONS 32 83,144 87,050 91,155 95463 99,986 104,738 109,725 114,962 120,459 126,234 132,546
CHIEF OF EMERGENCY COMMUNICATIONS 36 99,525 104,275 109,261 114,499 119,997 125,770 131,832 138,198 144,881 151,899 159,495

CHIEF OF EMERGENCY MEDICAL SERVICES 38 112,278 117,516 123,014 128,787 134,849 141,216 147,900 154,918 162,287 170,024 178,526

Effective: 07/01/2025 (Ordinance 23-063)

Revised: 07/01/2025 (Ordinance 23-086)

Revised: 08/29/2023 (Ordinance 23-097)

Revised: 08/01/2023 (Ordinance 23-126)

Revised: 07/07/2022 (Ordinance 24-013)

Revised: 10/8/2024 (Ordinance 24-148 and Ordinance 24-149)
Revised: 10/8/2024 (Ordinance 24-151) - Add Step 11
Revised: 11/19/2024 (Ordinance 24-160)

Revised: 02/24/2025 (Ordinance 25-016)

Revised: 04/11/2025 (Ordinance 25-031)

Revised: xx/xx/xxxx (Ordinance 25-xxx) Payroll Supervisor PG 29 to PG 30
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SENIOR SERVICES TRANS. PROGRAM COORD. 16

INSURANCE CLAIMS ASSISTANT 17

SENIOR SERVICES CENTER DIRECTOR 18

CONFIDENTIAL ASSISTANT 20
HUMAN RESOURCES ASSISTANT

FINANCE INFORMATION SPECIALIST 22
FIRE/MEDICAL COMMUNICATIONS SUPERVISOR

POLICE COMMUNICATIONS SUPERVISOR

VICTIM'S ASSISTANCE OFFICE COORDINATOR

REGISTER IN CHANCERY OFFICE ADMINISTRATOR 23
STORMWATER INSPECTION SUPERVISOR

CRIME ANALYST 24
LAND USE PARALEGAL

PUBLIC INFORMATION SPECIALIST

REAL ESTATE COORDINATOR

CUSTOMER INFO. AND ASSISTANCE SUPV. 25
POLICE ACCREDITATION COORDINATOR

ASSISTANT COMMUNITY SERVICES ADMIN. 26
ASSISTANT LAND USE ADMINISTRATOR
ENVIRONMENTAL ENGINEER |

HUMAN RESOURCES TECHNICIAN

INSURANCE ADMINISTRATOR

LAW OFFICE ADMINISTRATOR

COMMUNITY GOVERNING ADMINISTRATOR 27
SPORTS AND ATHLETICS ADMINISTRATOR

ENVIRONMENTAL ADMINISTRATOR 28
FACILITIES PROJECT MANAGER

FISCAL AND POLICY ANALYST

LAND USE SERVICES ADMINISTRATOR

36,699
38,533
40,461

44,608

49,180

51,638

54,223

56,934

59,781

62,769

65,907

38,532
40,460
42,485

46,839

51,639

54,220

56,933

59,781

62,770

65,907

69,202

40,459
42,484
44,608

49,181

54,221

56,931

59,780

62,770

65,909

69,202

72,662

LAND USE SERVICES ADMINISTRATOR, EMPLOYEE ENGAGEMENT AND HIRING SUPPORT

PUBLIC WORKS PROGRAM MANAGER
STORMWATER PROGRAM COORDINATOR

PAYROLL-SUPERVISOR 29

BENEFITS ADMINISTRATOR 30
COMMUNITY SERVICES ADMINISTRATOR
EMPLOYEE RELATIONS SPECIALIST
HUMAN RESOURCES ADMINISTRATOR
LAND USE ADMINISTRATOR
OPERATIONS SERVICES MANAGER
PARKS DEVELOPMENT PLANNER
PAYROLL SUPERVISOR

PENSION ADMINISTRATOR

SENIOR FISCAL AND POLICY ANALYST
TRANSPORTATION PLANNER

DEVELOPMENT FACILITATOR 31
PROPERTY ASSESSMENT SERVICES MANAGER

69;204

72,664

76,300

72,665

76,296

80,114

#6297

80,111

84,120

42,483
44,607
46,839

51,640

56,932

59,777

62,769

65,909

69,203

72,662

76,295

84,117

88,326

44,606
46,838
49,181

54,223

59,778

62,767

65,907

69,203

72,664

76,295

80,110

88,323

92,741

46,836
49,180
51,640

56,933

62,768

65,905

69,202

72,664

76,296

80,110

84,116

92,738

97,380

49,177
51,639
54,223

59,780

65,906

69,200

72,662

76,296

80,111

84,116

88,322

97,377

51,636
54,221
56,933

62,769

69,201

72,660

76,295

80,111

84,117

88,322

92,737

102,244

102,247 107,361

54,218
56,932
59,780

65,907

72,661

76,293

80,110

84,117

88,323

92,737

97,375

402,245

107,357

56,929
59,778
62,769

69,202

76,294

80,108

84,116

88,323

92,738

97,375

102,243

107,358

112,725

59,775
62,767
65,908

72,662

80,109

84,113

88,322

92,738

97,375

102,243

107,356

12,726

118,361

112,729 118,364 124,283
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PAY
CLASSIFICATION GRADE 1 2 3 4 5 6 7 8 9 10 11

DEPARTMENT FINANCE OFFICER 32 80,113 84,119 88,325 92,740 97,379 102,246 107,359 112,727 118,362 124,281 130,495
INFORMATION SYSTEMS ASSISTANT MANAGER

LICENSING MANAGER

MANAGEMENT AND PRODUCTIVITY MANAGER

PLANNING MANAGER

SENIOR FINANCIAL OFFICER

ACCOUNTING AND FISCAL MANAGER 34 88,324 92,739 97,378 102,245 107,358 112,726 118,361 124,280 130,493 137,017 143,868
ASSISTANT LAND USE MANAGER

CHIEF OF SPECIAL PROJECTS

COMMUNITY SERVICES MANAGER
ENGINEERING SERVICES MANAGER
INFORMATION SYSTEMS MANAGER

INSURANCE AND LOSS CONTROL MANAGER
INTERNAL SERVICES MANAGER

PARKS DIVISION MANAGER

PENSION PROGRAM MANAGER

SEWER OPERATIONS MANAGER

STORMWATER & ENVIRONMENTAL PROGS. MGR
TREASURY MANAGER

FINANCE LEGAL OFFICER 35 92,740 97,379 102,246 107,359 112,727 118,362 124,281 130,495 137,019 143,871 151,064
HUMAN RESOURCES MANAGER

DEPUTY CHIEF FINANCIAL OFFICER 36 97,378 102,245 107,358 112,726 118,361 124,280 130,493 137,017 143,867 151,061 158,614
FIRST ASSISTANT COUNTY ATTORNEY

PUBLIC WORKS SENIOR MANAGER

DEPUTY CHIEF OF TECHNOLOGY

NON-UNION CLASSIFIED SERVICE EMPLOYEES OF EMERGENCY COMMUNICATIONS AND EMERGENCY MEDICAL SERVICES
ASSISTANT CHIEF OF EMERG. COMMUNICATIONS 32 85,223 89,226 93,434 97,850 102,486 107,356 112,469 117,836 123,471 129,391 135,860
CHIEF OF EMERGENCY COMMUNICATIONS 36 102,014 106,882 111,993 117,362 122,997 128,915 135,128 141,653 148,504 155,697 163,483

CHIEF OF EMERGENCY MEDICAL SERVICES 38 115,085 120,454 126,090 132,007 138,221 144,747 151,598 158,791 166,345 174,275 182,990

Effective: 07/01/2026 (Ordinance 23-063)

Revised: 07/01/2026 (Ordinance 23-086)

Revised: 08/29/2023 (Ordinance 23-097)

Revised: 08/01/2023 (Ordinance 23-126)

Revised: 07/07/2022 (Ordinance 24-013)

Revised: 10/8/2024 (Ordinance 24-148 and Ordinance 24-149)
Revised: 10/8/2024 (Ordinance 24-151) - Add Step 11
Revised: 11/19/2024 (Ordinance 24-160)

Revised: 02/24/2025 (Ordinance 25-016)

Revised: 04/11/2025 (Ordinance 25-031)

Revised: xx/xx/xxxx (Ordinance 25-xxx) Payroll Supervisor PG 29 to PG 30
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