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Sonoma County Office of Education – Job Description 
══════════════════════════════════════════════════════ 
Classified Management 

 DIRECTOR, EXTERNAL PAYROLL AND FINANCE 

Definition: 
To organize, direct, coordinate and supervise payroll and retirement functions and related accounting duties 
and financial activities for the County Office and school districts of Sonoma County; to provide technical 
accounting, payroll and retirement support to school district accounting, payroll personnel and County 
Office staff utilizing a computerized financial accounting system; to participate in the more technical and 
complex financial record-keeping activities; to prepare financial statements and reports and to perform 
related duties as assigned. 

Distinguishing Characteristics: 
This job class exercises responsibility for supervising the day-to-day activities and operations of the County 
Office's external payroll/retirement office and for ensuring the accurate and timely processing and 
maintenance of fiscal records and reports related to payroll, accounts payable and general and subsidiary 
ledger accounting transactions.  This job class requires the application of a substantial amount of technical 
terminology, organizational knowledge and understanding of laws, policies and procedures and supervisory 
knowledge and skill; and functions at a full management level of classification. 

Supervision Exercised and Received: 
Employees in this class receive minimal supervision within a broad framework of policies and procedures.  
Employees in this classification direct, supervise and formally evaluate the work of others.  This position 
reports directly to the Deputy Superintendent, Business Services. 

Example of Duties and Responsibilities: 
Duties and Responsibilities may include, but are not limited to, the following: 

• Organizes, directs, coordinates and supervises the activities and operations of the County Office's 
central accounting and payroll office related to auditing of school district, junior college district, 
joint power agencies  and County Office accounting and payroll and retirement documents; 
maintains accounting records for same. 

• Works collaboratively with County Office departments, schools districts, junior college districts, 
joint power agencies, County of Sonoma Auditor-Controller-Tax Collector and other public, state, 
federal and local agencies. 

• Trains, assigns, schedules, supervises and formally evaluates the work of assigned staff. 
• Performs technical accounting and support functions in the maintenance of district and County 

Office financial, accounting and payroll and retirement records. 
• Supervises and participates in the review and verification of classified and certificated retirement 

records. Supervises the posting, balancing and reconciliation of payroll and retirement records and 
accounts. Supervises and participates in payroll preparation for school districts, County Office, 
junior college district and joint power authorities. 

• Maintains and/or directs the maintenance of payroll and retirement records and files.  
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• Establishes and implements internal procedures for the processing of payroll; recommends changes 
in existing procedures to increase efficiency. 

• Audits district and County Office payroll ledgers and reports periodically for accuracy; reconciles 
payroll data and posts accordingly. 

• Ensures that the required payroll documents are prepared to interface with the computerized 
financial accounting systems. 

• Reconciles payroll ledgers/data to other county office and district accounts. 
• Oversees and supervises the auditing and distribution of warrants to all employees and vendors. 
• Prepares a variety of reports to meet federal and state requirements in a timely manner. 
• Makes deposits for federal and state taxes and ensures that such deposits are made within the 

prescribed timelines. 
• Acts as an information source to County Office employees and district personnel regarding payroll 

and related procedures, activities, operations and standards. 
• Advises districts in the preparation and review of payroll and retirement reporting, including 

interpreting regulations and implementing changes in reporting. 
• Receives, investigates and resolves accounting, payroll and retirement related problems. 
• Reviews, interprets and implements changes and/or modifications in programs, procedures and 

operations. 
• Develops strategies to resolve complex payroll and retirement issues. 
• Acts as the liaison between the County Office of Education and the County Auditor-Controller-

Tax Collector’s, working within the County Auditor-Controllers-Tax Collector's prescribed rules 
and procedures. 

• Implements and updates checklists used by external County Office to ensure all day-to-day 
processes are completed. 

• Assists and prepares workshops and manuals relevant to payroll and retirement matters and may 
present at workshops when assigned. 

• Supervises the reporting of county-wide 1099 and W-2 forms annually. 
• Verifies and oversees the distribution of W2 forms and 1099 forms. 
• Prepares all district and County Office W-2 Corrections and 1099 Corrections. 
• Balances Federal and State payroll tax reports. 
• Reconciles W2s to the year’s federal and state tax filings and contacts and works with the IRS, 

EDD and Social Security when there are discrepancies. 
• Balances payroll clearing fund accounts. 
• Reviews ledgers and other fiscal and payroll records for technical and arithmetical accuracy and 

works with the district to make necessary corrections. 
• Balances accounts to controls. 
• Prepares a variety of governmental statistical or financial reports regarding accounting and payroll 

activities and operations in a timely manner. 
• Acts as the County Office and district representative with the IRS, EDD and other governmental 

agencies at the direction of the Deputy County Superintendent, Business Services. 
• Effectively communicates, interprets and disseminate information regarding State and Federal laws 

and regulations affecting payroll for the districts and County Office. 
• Assists in establishing new or modified accounting, payroll and retirement procedures and methods. 
• Interfaces with Information Technology to update software for computer record-keeping systems; 

designs and develops macros for worksheets. 
• Acts as an information source to directors, managers, and accountants regarding accounting, payroll 

and retirement policies, procedures, standards and requirements. 



 
Director, External Payroll and Finance  3 of 5 

• Researches accounting and payroll related problems for school districts and provides solutions. 
• Performs special assignments and projects as assigned. 
• Makes independent determination on accounting, payroll, retirement and financial record-keeping 

problems; applies appropriate rules and regulations in consultation with appropriate agencies, legal 
counsel and auditors. 

• Attends meetings as required; presents in-service workshops to district personnel as needed. 
• Performs related duties as assigned. 

Employment Standards: 
 
Knowledge of: 

• Principles and practices of governmental accounting, payroll and record-keeping as they relate to 
California school districts; and methods, procedures and terminology used in technical accounting 
work. 

• California State school finance and payroll laws and regulations. 
• Provisions of the Education Code School Accounting Manual and other state and federal 

regulations pertaining to public school accounting and functions. 
• Complex mathematical calculations, double-entry bookkeeping principles and procedures as they 

related to assigned area(s) of responsibility. 
• Data processing and its relationship to all facets of accounting and financial record-keeping 

functions. 
• Standard English usage, spelling, grammar and punctuation. 
• Standard office machines including computers. 
• Safe work practices. 

 
Ability to: 

• Interpret and correctly apply Education Code, policies and procedures and contact regulations. 
• Understand the organization and operation of the County Office, districts and other outside 

agencies as necessary to carry out assigned responsibilities. 
• Use discretion and maintain confidentiality as appropriate when communicating with others. 
• Work independently in a variety of situations; work on several major projects simultaneously and 

follow through on tasks with minimal supervision. 
• Coordinate assigned projects with County Office departments, districts, schools, community and 

other agencies. 
• Deal effectively with a wide variety of personalities and situations requiring diplomacy, 

friendliness, poise and firmness. 
• Respond promptly to requests of internal and external clients; provide needed information, 

assistance, training, materials and resources. 
• Plan, organize and prioritize own work to meet deadlines and accomplish assigned tasks within 

established timelines including maintaining accurate records and files. 
• Maintain an orderly work environment and perform tasks in prescribed and safe manner. 
• Establish and maintain cooperative working relationships with those contacted during performance 

of job duties. 
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• Maintain and improve professional skills and knowledge. 
• Be flexible and receptive to change. 
• Understand and apply principles, techniques and procedures required for effective job performance. 
• Effectively implement the principles and practices of governmental accounting and payroll record-

keeping. 
• Train, direct and formally evaluate the work of others. 
• Communicate effectively in a professional manner both orally and in written forms. 
• Accurately analyze situations and adopt an effective course of action. 

 
 
Computer Skills: 

• Advanced spreadsheet skills, including the ability to insert formulas and mathematical calculations; 
create workbooks, use multiple worksheets; format and print worksheets; sort lists; create graphs 
and charts. 

• Intermediate email skills, including the ability to send and open a file attachment. 
• Internet usage, including the ability to access and navigate County Office’s home page and use 

appropriate and professional conduct; conduct searches on relevant topics, communicate with 
governmental agencies. 

• Word Processing skills, such as the ability to create, edit, spell check, save and print a new or 
existing document and simple character and paragraph formatting. 

Education and Experience: 
Any combination of education and experience that would provide the knowledge and abilities is qualifying.  A typical 
way to obtain the knowledge and abilities would be: 
 
Education: 

• Formal or informal education or training which ensures the ability to read, write, perform 
mathematical calculations and operate computer terminals and software at a level necessary for 
successful job performance. 

• At least one year of college-level coursework or training in accounting or bookkeeping. 
 
Experience: 

• At least two years increasingly responsible experience in the lead or supervision of a full range 
accounting and/or payroll system, preferably including experience in the accounting and/or 
payroll office of a school district or County Office of education.  

 
Physical Abilities: 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.   

• Lift twenty (20) pounds on an occasional basis and in excess of twenty (20) pounds with 
assistance. 

• Positions in this classification work indoors and sit for long periods of time.   
• The position requires daily oral communication in person and on the telephone and frequent 

written communication.   



 
Director, External Payroll and Finance  5 of 5 

• Requires speaking and hearing ability sufficient to hear over phone and carry on routine 
conversations.   

• The work involves operating a computer, calculator, copier and other equipment and involves 
repetitive arm and hand movement.   

• Requires hand-eye-arm and finger dexterity to use a personal computer keyboard, ten-key and 
other common office equipment.   

• Entering data by touch requires the ability to hear computer alarms for errors.   
• Forms and copies are color coded, requiring the ability to distinguish among colors.   
• Requires visual acuity sufficient to recognize people, words and numbers.   
• May need to occasionally lift up to twenty (20) pounds and in excess of twenty (20) pounds with 

assistance. 
• Must have normal (20/20) vision, corrected or uncorrected. 

 
Work environment: 

• Work is performed in an office environment with minimal exposure to health and safety 
considerations. 

 
Other Requirements: 

• Must be fingerprinted and a satisfactory Department of Justice records check must be received by 
County Office, prior to employment. 

• TB testing will be required upon employment.  
• Must pass a pre-employment physical (if applicable). 
• May be required to obtain first aid and CPR certificates within the first 6-12 months of 

employment. 
• May be required to drive with or without students; some positions may require a current 

California driver license, proof of insurance and possible participation in the DMV Pull Notice 
Program once employed.  

 
Other: 

• Adopted: 
• Revised:  
• FLSA Status:   Exempt 
• Bargaining Unit:  Unrepresented Management 
• Approved by:  Personnel Commission 
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