
 

ATLANTIC COUNTY GOVERNMENT 

 

JOB ANNOUNCEMENT 
     

      PLEASE POST                           Posting Date: 5/20/19 

 

                    Closing Date: 5/27/19 

    TITLE: Payroll Accountant 

              

    SALARY: $35,400 - $42,834                                                    Hours:  40  X  35___ 

           

    DEPARTMENT: County Administrator/Treasurer/Payroll                        Union ___  Mgmt  X          

 

    LOCATION: Atlantic City           NJCSC Test Required:  Yes  X  No ___   

 

                 Grant Funded: Yes ___ No   X                

 

 

DEFINITION 
 

Performs routine accounting tasks which are essential to paycheck processing and complying with federal, state 

and local wage and hour standards; gathers and audits timekeeping data and resolves related issues; inputs pay 

adjustments in the system; enters and updates statistical, financial and employee data including direct deposit, 

tax withholding and wage garnishments; develops spreadsheets and reports to verify accuracy, and other 

related duties. Previous experience with labor contracts and FLSA preferred.  

  

NOTE: The examples of work for this title are for illustrative purposes only.  A particular position using this 

title may not perform all duties listed in this job specification.  Conversely, all duties performed on the job may 

not be listed. 

 

REQUIREMENTS 

 

EDUCATION: 
 

Graduation from an accredited college or university with a Bachelor's degree including or supplemented by 

twenty-one (21) semester hour credits in professional accounting subjects. 

 

NOTE:  Applicants who have satisfactorily completed twenty-one (21) semester hours credits in professional 

accounting courses at an accredited college or university may substitute accounting experience in work 

involving the installation, operation and keeping of large scale systems of accounts for the remainder of the 

above educational requirement on a year for year basis with thirty (30) semester hour credits being equal to one 

(1) year of experience. 

 

NOTE:  Possession of a valid certificate as a Registered Municipal Accountant or Certified Public Accountant 

issued by the New Jersey State Board of Certified Public Accountants or as a Certified Municipal Finance 

Officer issued by the New Jersey Department of Community Affairs, Division of Local Government Services 

may be substituted for the above educational requirement. 

 

LICENSE: 



 

Appointees will be required to possess a driver's license valid in New Jersey only if the operation of a vehicle, 

rather than employee mobility, is necessary to perform the essential duties of the position. 

 

EXAMPLES OF WORK: 
 

Performs the routine accounting work involved in the processing and posting payroll including calculating and 

paying related payroll taxes and payroll vendors. 

 

Reviews varied financial payroll transactions and records for conformance with regulations and established 

union contracts. 

 

May assign and supervise the work of employees performing clerical accounting and other support functions. 

 

Compiles financial statements and/or payroll reports using basic data and analyses for accuracy. 

 

Review employees’ paystubs to verify if paid correctly. 

 

Conducts routine investigations, examinations, and audits of books and financial records, and prepares reports 

thereof. 

 

Prepares the routine accounting and statistical tabulations. 

 

Assists in reconciling quarterly pension statements and prepares related pension payment voucher documents. 

 

Performs the routine work involved in auditing and recording employee payroll deductions/third party 

payments and prepares related cost reports and/or summary statements. 

 

Processes check and/or advice of deposit disbursements for county wide payroll. 

 

Prepares payroll related accounting reports containing findings, conclusions and recommendations. 

 

Maintains accounting records and files. 

 

Will be required to learn to utilize various types of electronic and/or manual recording and information systems 

used by the agency, office, or related units, including Microsoft Office and SAP.  

 

KNOWLEDGE AND ABILITIES: 
 

Knowledge of modern accounting principles, methods, and procedures. 

 

Knowledge of the Family and Medical Leave Act (FMLA), Fair Labor Standards Act (FLSA) and current 

payroll taxes. 

 

Knowledge of the methods used in the installation, operation and maintenance of accounts. 

 

Knowledge of the methods used to prepare accounting and other financial reports. 

 

Ability to analyze accounting problems. 

 

Ability to review varied financial transactions for conformance with established payroll accounting procedures. 

 



Ability to provide technical assistance to those who maintain financial records. 

 

Ability to apply established accounting methods, procedures, interpretation, and facts. 

 

Ability to prepare and interpret financial statements. 

 

Ability to establish and maintain records and files. 

 

Ability to learn to utilize various types of electronic and/or manual recording and information systems used by 

the agency, office, or related units. 

 

Ability to read, write, speak, understand, or communicate in English sufficiently to perform the duties of this 

position.  American Sign Language or Braille may also be considered as acceptable forms of communication. 

 

Persons with mental or physical disabilities are eligible as long as they can perform the essential functions of 

the job after reasonable accommodation is made to their known limitations.  If the accommodation cannot be 

made because it would cause the employer undue hardship, such persons may not be eligible. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Interested, qualified applicants should apply online at http://www.atlantic-county.org/  

Alternatively, applications may be mailed to the 

Atlantic County Division of Human Resources 

1333 Atlantic Avenue, Atlantic City, NJ  08401 

- We are an Equal Opportunity Employer - 

 

http://www.atlantic-county.org/

