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Payroll Manager

JOB CODE

JCM524

JOB FAMILY

Financial Services

PROFILE

Payroll Manager

PAY TYPE

Salary

PAY RANGE

$89,128.00 - $140,733.00

REVISION DATE

February 20, 2026

The Payroll Manager leads a team responsible for the accurate and efficient processing of county-wide payroll
through Bernalillo County’s workforce system, Workday. This role develops and enforces payroll policies and
procedures to ensure integrity and compliance. The Payroll Manager works closely with staff and internal
partners to meet all payroll needs and oversees payroll processes in a large-scale environment.

Job Description

DUTIES AND RESPONSIBILITIES

• Oversee payroll and timekeeping operations, including planning, prioritizing, and directing team responsibilities.

• Manage experienced professionals who exercise independent judgment and discretion.

• Develop staff to meet current and future department needs and take responsibility for team performance and
outcomes.

• Design, implement, maintain, and review payroll systems to ensure accurate and timely payroll transactions.

• Ensure compliance in payroll processing, including the calculation of gross and net pay (e.g., salary, overtime,
shift pay, bonuses, deferred compensation, benefits, tax withholdings, garnishments, and deductions).

• Evaluate existing systems and recommend improvements to enhance operational efficiency.

• Identify and implement updates to payroll systems, software, and procedures.

• Reconcile or review payroll records, including payments, deductions, and general ledger entries for wages.
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• Prepare variance analyses and explanations for fluctuations in payroll general ledger accounts. Generate
payroll expenditure reports, including tax payments.

• Facilitate audits and reviews by maintaining and providing required records to auditors and government
regulators.

• Ensure accurate and timely updates to payroll for new hires, terminations, and pay rate changes.

• Review and assess internal payroll and timekeeping controls.

• Develop and implement new controls to strengthen payroll and timekeeping accuracy.

• Maintain accurate records and reports of payroll transactions, including leave balances such as vacation and
sick leave.

• Ensure quality assurance checks are completed for all payroll and timekeeping processes.

• Present quality assurance reports to the Director of Accounting and Budget and take corrective action when
necessary.

• Monitor and manage compliance with federal, state, and local payroll, wage, and hour laws.

• Communicate payroll-related updates, changes, and reminders to staff, management, and executives.

• Manage outsourced payroll vendors to ensure compliance with requirements, laws, and service level
agreements.

• Handle sensitive or confidential records, plans, documents, and decisions with discretion.

• *The above information is intended to outline the general nature and scope of the duties required for this
position. It is not an exhaustive list and may vary depending on specific job assignments and responsibilities.

MINIMUM QUALIFICATIONS

• Bachelor’s degree in accounting, Finance, or a related field.

• Nine (9) years of related work experience with increasingly responsible professional accounting experience.

• Five (5) years of experience directly related to payroll processing.

• Five (5) years in a managerial role.

*Any equivalent combination of related education and/or experience may be considered for the above
requirements.

SCREENING AND COMPLIANCE

The offer of this Bernalillo County position requires compliance with the following:

• Successful completion of a post-offer employment medical examination.

• Adherence to all County safety guidelines.
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• Complete all FEMA training(s) assigned to this position.

• Possession of a valid New Mexico driver’s license by the date of hire and maintenance of a valid license while
employed in this position.

• Complete required supervisor training, if applicable.

WORKING CONDITIONS

• Performs essential duties indoors in a temperature-controlled environment.

• Works primarily on an even, dry, carpeted, or tiled floor.

• Works independently most of the time; occasionally works in groups or with a designated team.

EQUIPMENT, TOOLS, AND MATERIALS

• Equipment typically used in the performance of office duties includes telephone, computer, printer, and copy
machine.

• Handles logs, spreadsheets, graphs, pie charts, writing utensils, and various office forms.


