
 

 
Payroll Supervisor #01492 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-11-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  14 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Oversee and supervise Payroll Operations Branch functions and staff in the City’s Central Payroll Office; 
administer full range of central payroll operations functions of the automated City-wide payroll system, 
including highly specialized payroll processes; provide review, audit, verification, and approval of City-
wide payroll transactions; provide training on use of the payroll system; report directly to the Payroll 
Administrator; and serve as acting administrator in his/her absence. 
 
Representative Work Functions and Responsibilities 
Oversee and supervise the overall semi-monthly central payroll process covering approximately 7,000 
full-time and part-time employees; administer the full range of central payroll functions including highly 
specialized processes such as third-party payments; oversee handling of personally/politically sensitive 
pay issues and inquiries and maintenance of a high level of security relating to payroll information; 
administer the full range of deductions, withholdings, allotments, etc., applicable to payroll; and perform 
related central payroll duties. 
 
Review and audit regular and special recurring and non-recurring time, leave, and pay elements; review 
and audit benefit charges and adjustments for programs managed by the City; and review and audit time, 
leave and self-service pay actions processed by department Payroll and Leave Specialists (PALS) for 
compliance with applicable policies, processes, and practices. 
 
Conduct detailed analyses of financial and business processes related to the payroll system and its 
application to resolve problems, enhance efficiency, and develop various reports on payroll system 
operations/administration and related needs. 
 
Determine the need for new elements, funds and accounts in response to department requests and City 
needs; identify need for revisions in the account structure; collaborate with Management Services and 
City Comptroller to cost out new elements, funds and accounts; research tax codes to determine 
precedence of deductions; implement and document account structure changes; and advise City staff of 
such changes, as appropriate. 
 
Serve as liaison between Payroll and ComIT on operation system requirements and revisions; ensure 
payroll staff members have an understanding of payroll system requirements and revisions; and work 
closely with payroll staff in identifying the need for system revisions, formulating system requests and 
recommendations, and analyzing post-implementation results of system changes. 
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Work closely with, and provide back-up to, the Financial Analyst over Payroll Programs and Compliance 
and with representatives of Consolidated Benefits, HR Staffing and Compensation Services, HR 
Employee Relations, and City Attorney on issues related to payroll. 
 
Supervise the Operations staff including a Business Applications Specialist, several Payroll Technicians, 
and assigned support positions.  Schedule/assign work to subordinates and measure performance. 
 
Provide appropriate training to Payroll staff; prepare and conduct departmental training programs on 
payroll policies and procedures; and provide training on use of the City-wide automated payroll system. 
 
Provide service and support to other departments on issues regarding payroll; and provide professional 
payroll advice and services to City departments, boards, commissions, and members. 
 
Document policies and procedures, maintain procedures manual, and implement process improvements. 
 
Research and interpret governmental regulations as applied to payroll procedures; conduct difficult and 
complex research and analysis of payroll information for audit, reporting, policy and compliance purposes; 
and ensure conformity to internal controls. 
 
Prepare various payroll-related information/reports as required. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Oversee processing of semi-monthly payroll that is efficient, accurate, and timely; maintain accuracy of 
the active payroll database; maintain statistical information, accounting, and reports on time and leave 
information, and on payroll activities; provide effective liaison with ComIT on payroll system needs; 
effectively communicate with City departments and employees on payroll matters; and maintain a high 
level of customer service with city departments, employees, supervisory staff, oversight and regulatory 
agencies, regarding payroll transactions and processes.  
 
Minimum Qualifications 
Bachelor’s degree in accounting, business or related and six (6) years in fields utilizing the knowledge, 
skills and abilities associated with such positions as Payroll Supervisor, Payroll Manager, Payroll Analyst, 
or Payroll Operations Manager.  
 
Preferred Qualifications 
Member of the American Payroll Association. 
 
Certification as Certified Payroll Professional by the American Payroll Association. 
 
Bachelor’s degree or higher in accounting, business, or a related field. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
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Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. In-depth knowledge of technical payroll processes and procedures. 
2. In-depth knowledge of large scale automated payroll systems, benefits, time and leave entry, 

reporting and self-service modules such as within Oracle, SAP, and ADP and its application 
for a central payroll operation for an organization comparable in size and complexity to the 
City. 

3. In-depth knowledge of special payroll action items such as Garnishments, Levies, Court 
Orders and other third-party payments and how to process the appropriate payroll 
transactions to meet legal requirements. 

4. Extensive knowledge of payroll principles underlying federal, state and city laws and 
regulations governing payroll processes, deductions, time and leave, and benefits and their 
effects on the city’s payroll processes. 

5. Knowledge of financial functions and payroll accounting. 
6. Knowledge of supervisory principles. 

B. Skills 
1. Skill in overseeing/supervising a large central payroll operation for an organization 

comparable in size and complexity to the City.  
2. Skill in generating and analyzing payroll transactions, documents, and reports to ensure that 

transactions are properly processed for the correct dollars and timeframes. 
3. Skill in operating a computer and using City standard software such as Microsoft Office Suite 

(Excel, Word, Access, PowerPoint, etc.) to prepare letters/memos, narrative and statistical 
reports, spreadsheets, and presentations. 

4. Skill in using a central, automated payroll system and related reporting features. Preference 
will be given to having experience with the City’s current system. 

5. Skill in auditing payroll/personnel transactions affecting payroll data fields and processing, 
identifying output errors and source, advising department representatives on corrections, and 
ensuring accuracy in payroll data. 

6. Skill in applying accounting practices to payroll functions. 
7. Skill in making mathematical computations with speed and accuracy. 

C. Abilities 
1. Ability to complete assigned work by specific deadlines. 
2. Ability to effectively communicate with tact and diplomacy, both orally and in writing, with 

employees, supervisors, managers, and the general public. 
3. Ability to effectively supervise the work of others. 
4. Ability to follow complex oral and written directions. 
5. Ability to interpret and apply the full range of payroll processes and procedures inherent in an 

automated central payroll program. 
6. Ability to maintain complex accounts and records. 
7. Ability to prepare complex financial and statistical reports and perform research to resolve 

problems and eliminate inaccuracies. 
8. Ability to effectively develop and present written and verbal programs of instruction covering 

policy and procedures for staff members, PALS, and others on payroll processes and 
procedures. 

9. Ability to adjust to typical work stressors and maintain composure in stressful situations. 
 

Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent in 
the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available at 
the position (PCN) level both internally and externally with all posted open positions. 
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NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
 


