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Job Description

The Kings County District Attorney's Office, located in the Metrotech area of Brooklyn, New York, has an
exciting opportunity to work in the Payroll Management & Timekeeping Unit as a Payroll Associate.

The Payroll and Timekeeping Unit manages the payroll and timekeeping of over 1,000 employees and
processes the annual payroll as well as all monetary contractual agreements.  The Unit processes annual
leave, sick leave and accrued time for all employees as well as manages the agency’s time and
attendance program.

Under general direction, with latitude for independent initiative and judgment, the Payroll Associate will:

• Verify the accuracy of the payroll reports.
• Distribute paychecks and other payroll/timekeeping related documents.
• Process one-time payments and one-time deductions.
• Process check refunds, EFT stops, and EFT reversals.
• Process direct deposit Eforms.
• Perform customer service functions that relate to the processing of time and leave for agency
employees.
• Setup new employees, create and maintain schedules, process in CityTime.
• Respond to employees’ inquiries.
• Assist in training new employees and Supervisors in CityTime applications.
• Enroll employees into CityTime DCD hand scanners.
• Serves as Commuter Benefits Liaison/ Direct Deposit Liaison /back up to Timekeeper.
• Maintain the filing system for active and inactive employees and perform other related timekeeping
duties.
• Review and process ingoing and outgoing DP2001's for transfer employees.
• Manage unit email box/main phone line and prepare communications for agency wide Time & Leave
Admin updates.
• Assist with special projects and initiatives as assigned.
• Performs miscellaneous tasks as assigned by the Manager/Assistant Manager of Payroll &
Timekeeping.

Minimum Qualifications

1. A baccalaureate degree from an accredited college and three years of satisfactory full-time
progressively responsible clerical/administrative experience, one year of which must have been in an
administrative capacity or supervising staff performing clerical/administrative work of more than moderate
difficulty; or
2. An associate degree or 60 semester credits from an accredited college and four years of satisfactory
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full-time progressively responsible clerical/administrative experience including one year of the
administrative supervisory experience described in "1" above; or
3. A four-year high school diploma or its educational equivalent approved by a State's department of
education or a recognized accrediting organization and five years of satisfactory full-time progressively
responsible clerical/administrative experience including one year of the administrative supervisory
experience as described in "1" above;
4. Education and/or experience equivalent to "1", "2", or "3" above. However, all candidates must possess
the one year of administrative or supervisory experience as described in "1" above. Education above the
high school level may be substituted for the general clerical/administrative experience (but not for the one
year of administrative or supervisory experience described in "1" above) at a rate of 30 semester credits
from an accredited college for 6 months of experience up to a maximum of 3½ years.

Preferred Skills:

The successful candidate should possess the following:
Three (3) years of experience with payroll-related functions. - Proficiency in the various NYC-specific
payroll systems, including the Payroll Management System (PMS), NYCAPS, CityTime and CHRMS.
Proficiency in Microsoft Word and Microsoft Excel.
Excellent analytical skills, work ethic and attention to detail.
Excellent verbal and written communications skills.
Excellent telephone skills and a professional demeanor.
Excellent customer service skills.
Ability to work independently and meet deadlines.
Ability to work well in a fast-paced environment.
Ability to maintain confidentiality.

Minimum Qual Requirements

Qualification Requirements
1. High school graduation or equivalent and three years of experience in community work or community
centered activities in an area related to duties described above; or
2. Education and/or experience which is equivalent to "1" above.

Public Svc Loan Forgiveness

As a prospective employee of the City of New York, you may be eligible for federal loan forgiveness programs and state repayment
assistance programs. For more information, please visit the U.S. Department of Education’s website at https://studentaid.gov/pslf/.

Residency Requirement

New York City residency is generally required within 90 days of appointment. However, City Employees in
certain titles who have worked for the City for 2 continuous years may also be eligible to reside in
Nassau, Suffolk, Putnam, Westchester, Rockland, or Orange County. To determine if the residency
requirement applies to you, please discuss with the agency representative at the time of interview.
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The City of New York is an inclusive equal opportunity employer committed to
recruiting and retaining a diverse workforce and providing a work environment
that is free from discrimination and harassment based upon any legally protected
status or protected characteristic, including but not limited to an individual's sex,
race, color, ethnicity, national origin, age, religion, disability, sexual orientation,
veteran status, gender identity, or pregnancy.
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