
    
 
 

Financial Services Specialist I (Payroll Officer) -- Posn #00087 

Position Description 

 

The Financial Services Specialist I will serve as the Payroll Officer for the college and will be 

responsible for processing, maintaining, and submitting all payrolls for the college to include 

full-time and part-time employees.  The Payroll Officer will ensure that all fringe benefits are 

reconciled each pay period and that all quarterly, monthly, and annual payroll reports are 

submitted as required.  The Payroll Officer will also serve as the back-up Leave Administrator 

for the college.   

 

    Responsibilities will include:  

 Serving as the primary contact for payroll related inquiries; 

 Processing all full-time, part-time, and adjunct payrolls; 

 Reconciling all quarterly, monthly, and annual payroll tax reports;  

 Reconciling all fringe benefits to include health insurance, retirement, and employee 

voluntary deductions each pay period; 

 Receiving and processing all employee garnishments according to the law; 

 Determining proper programmatic coding by using the Chart of Accounts to ensure 

payroll is charged to the correct department; 

 Compiling statistical data for reports and surveys; 

 Providing payroll information pertaining to pay and benefits to college managers; and 

 Providing employee verifications to outside agencies as needed 

 

Minimum Required Qualifications (KSA’s) 

 

 Knowledge of State, Federal, and IRS tax laws as related to payroll; 

 Knowledge of garnishment, liens, and child support processing to comply with the law; 

 Ability to reconcile accounts; 

 Knowledge of deferred compensation plan contributions; 

 Ability to understand a coding structure and apply it consistently; 

 Ability to work with an automated payroll system and possess excellent computer skills; 

 Ability to effectively communicate orally and in writing; and 

 Ability to solve problems, set priorities, and meet deadlines in a highly detail-oriented 

work environment. 
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Minimum Required Qualifications (Education, Experience, Certifications) 

 High school education (or equivalent) 

 

 

Preferred Qualifications  

 Experience working in a higher education environment; 

 Experience working with Peoplesoft and/or the Commonwealth Integrated Payroll/ 

Personnel System (CIPPS) 

 Possess Certified Payroll Professional (CPP) certification 

 An Associate degree in Accounting or related field and/or extensive payroll and 

accounting experience in an office environment 

 

 

Position Reports to the Director of Human Resources 

 

 

Application Process 

 

Interested persons are required to apply by using the on-line application process through the 

Virginia state-wide job listing at https://virginiajobs.peopleadmin.com   Applicants are also 

required to include a cover letter, current resume, and an unofficial copy of college transcripts 

along with the application.  Only complete application documentation will be considered; partial 

submissions will not be considered.  Application documents will be received until July 10, 2015. 

Persons with disabilities requiring assistance should contact 276 223 4700.   

 

The individual selected will be subject to a criminal history/sex offender background check and 

e-verify for employment eligibility as a condition of employment.   

 

Any questions regarding application document submission can be directed to 

lcox@wcc.vccs.edu   

 
Wytheville Community College does not discriminate on the basis of race, sex, color, national                                

origin, religion, sexual orientation, gender identity, age, political affiliation, genetics, veteran   

status, or disability when the person is otherwise qualified in its educational programs and   

activities or employment. The following person has been designated to handle inquiries   

regarding the non-discrimination policies: Crystal Cregger, Vice President of Finance and    

Administrative Services, 215 Bland Hall, 1000 East Main Street, Wytheville VA 24382,                                              

276-223-4762. For further information, see the list of OCR enforcement offices for the address                                    

and phone number of the office that serves your area, or call 1-800-421-3481 
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