
 

SANTA CLARA COUNTY OFFICE OF EDUCATION 
 
 
CLASS TITLE:  MANAGER - PAYROLL SERVICES 
 
BASIC FUNCTION:   
 
Under the direction of the Chief Business Officer, plans, directs, coordinates, and supervises the payroll 
operations and activities of the Santa Clara County Office of Education (SCCOE); oversees and audits the 
preparation, processing and maintenance of the SCCOE’s payroll to assure employees are paid 
accurately, timely and 
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Review various documentation and reports for accuracy. 
Supervise, train and evaluate the performance of assigned staff. 
Establish procedures to comply with State and Federal rules and regulations. 
Develop system controls and office policies. 
Develop and conduct workshops and provide in-service training. 
Communicate effectively both orally and in writing.  
Respond to and resolve difficult and sensitive inquiries, problems and complaints. 
Interpret, apply and explain rules, regulations, policies and procedures.  
Research and analyze data and make recommendations on the formation of new and varied payroll 
related policies and procedures.  
Establish and maintain cooperative and effective working relationships with others.  
Maintain resource contacts with officers of Federal, State and local government agencies. 
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Approved by the Personnel Commission:  June 23, 2011; Revised:  October 8, 2014; February 11, 2015; 
Revised Approval: August 9, 2017 
 
 

             
Kristin Olson         Date: 08/09/2017 
Director-Classified Personnel Services  

 
 


