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DEPARTMENT OF JUSTICE

DIVISION OF OPERATIONS
OFFICE OF HUMAN RESOURCES
PAYROLL AND BENEFIT SERVICES PROGRAM 
PAYROLL AND BENEFIT SERVICES UNIT
INCUMBENT:  Vacant
JOB TITLE:  Staff Services Manager II (Supervisory)
POSITION NUMBER:  420-057-4801-XXX

STATEMENT OF DUTIES: Under general direction of the Staff Services Manager (SSM) III, Payroll and Benefits Services (PBS) Program Manager, the SSM II manages and directs the planning and organization of the PBS Unit for the Department of Justice’s employees.  The incumbent will have substantial responsibility for training and ensuring staff are adhering to all required payroll and benefits processes and procedures.  This position requires a thorough knowledge and application of the California Department of Human Resources (CalHR) and State Personnel Board (SPB) laws, rules and regulations, Memorandums of Understanding, and State Controller’s Office (SCO) payroll systems. 
SUPERVISION RECEIVED:  Reports directly to the SSM III and general guidance from the Director of OHR.

SUPERVISION EXERCISED:  Directly supervises two SSM Is, and other staff as needed.  Indirectly manages and directs a large group of analytical and technical staff responsible for a broad range of complex, sensitive human resources matters.  
TYPICAL PHYSICAL DEMANDS:  Sedentary; personal computer is utilized on a daily basis to perform and/or complete tasks such as writing reports, creating spreadsheets and charts, initiating or responding to email, etc.  
TYPICAL WORKING CONDITIONS: 
In a remote work environment, home office or similar environment. At the office, an enclosed office in a smoke-free environment located within a high-rise building in Sacramento, California.
ESSENTIAL FUNCTIONS:
50%
Directs and oversees the work of the PBS Unit’ teams.  Advises, trains, and counsels staff on courses of action for resolving issues related to payroll and benefits in a variety of areas including, but not limited to: appointments, separations, positive and negative payroll, pay differentials, employee benefits, leave accounting systems, disability leaves, etc.  Ensures transactions are processed in adherence to the Personnel Action Manual, Payroll Procedures Manual, Memorandum of Understanding (Bargaining Unit Contracts), State Administrative Manual, Barclays California Code of Regulations and on-line keying to State Controller’s databases.  Ensures correct and timely payment of wages in accordance with Gov. Code, §18003.  Acts as custodian of records, serves on any human resources related task force within the Department or with other departments. 

20%
Acts as technical expert to: Department Executive Staff; OHR Director; Personnel Officer; program managers/supervisors; analysts and departmental employees on human resources, payroll and benefit related issues. Identifies and resolves the most complex transaction issues and problems. 

15%
Assigns for preparation and review:  departmental notices, Administrative Bulletins and memorandums as a result of policies and/or procedures issued by the SPB, CalHR, and SCO.  Personally prepares the more complex and sensitive written communications. Communicates verbally and in writing with the various control agencies. 

15%
Acts as technical advisor to Departmental management and Labor Relations regarding the impact to employees, human resources staff and the Department on collective bargaining related issues. 

______________________________________________________________________________
I have read and understand the essential functions and typical physical demands required of this job, and I am able to perform the essential functions with or without reasonable accommodation. (Refer to the Essential Functions Health Questionnaire, STD. 910).
___________________________________

___________________________________
                                                           

Employee’s Signature
                
Date

Supervisor’s Signature
     
Date
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