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JOB DESCRIPTION 
 

TITLE 
   Payroll Analyst 

NUMBER 
    50017804 

JOB FAMILY 
   Finance/Accounting 

GRADE 
    7 

DATE REVIEWED 
   April 2012 

FLSA CLASSIFICATION 
   Exempt 

JOB SUMMARY 
Processes payroll and produces reports.  Provides interpretation of Collective Bargaining Agreements (CBA’s) and 
guidance to team members in the application of Federal and State requirements for the proper payment of salaries 
and wages. Processes payroll for multiple cycles and employee classifications to include Union, Non-Union , 
Retiree, and Executive Compensation. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 
 

JOB RESPONSIBILITIES 
 Creates, maintains and updates the payroll manual used by department payroll representatives; provides 

written correspondences concerning any payroll changes; provides continuous training; coordinates with 
Human Resources. 

 Following each pay cycle, ensures that payroll is balanced, tax payments to the federal and state agencies 
have been electronically submitted, and paychecks and pay advices are printed and sealed. 

 Provides training and guidance to team members within the HR Business Unit on the Fundamentals of Payroll  
 Provides interpretation of Collective Bargaining Agreement and other Statutory Requirements at the State 

and Federal Level 
 Assists with or oversees the issuance of all W-2 forms and ensures that information reported on these forms is 

accurate compared to federal and state reports. 
 Responds and Researches complex matters and follow though to ensure adequate resolution. 
 Prepares, conducts analyses and evaluates complex periodic and ad hoc reports to support human resource 

programs. 
 Keeps apprised of compliance with federal, state, and local laws and regulations affecting payroll operations. 
 Participate and/or lead special projects as aligned with Corporate Goals. 
 Continuing Education in Payroll, SAP – MS Software Applications. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 5 years in-house, full cycle, payroll-processing experience.   
 Advanced Microsoft Office applications to include Access- and Visio.   
 Basic understanding of Accounting principles managing Debits and Credits.   
 Experience with Union Payroll.   
 Complex Accounting and Reconciliation experience.   
 Ability to balance several competing assignments in a deadline driven environment.   
 Above average analytical and technical skills to complete duties as assigned.  
 Comprehensive payroll processing knowledge to support team members and Dept. Supervisor in the execution 

of multiple Payroll Distributions.  
 Ability to interact with all levels of management and employees. 
 Good verbal and written communication skills. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Exposure to Executive Compensation Plans. 
 SAP HCM Experience. 
 Project Management Experience. 
 Experience Drafting Communications. 

 


