
Grade: Salary Range: 

Duties and Responsibilities:

Qualifications and Education

Job Title:

: 1015 Half Street SE, Washington DC, 20003 

: dchr@dc.gov 

: (202) 442-9700 

Job Summary:


	Agency Name: Agency Name DC Department of  Youth Rehabilitation Services
	Text1: Human Resources Specialist (Payroll)
	Text2: CS-12
	Text3: $77,649 - $99,323
	Text4: The mission of the Department of Youth and Rehabilitation Services (DYRS) is to improve public safety and give court-involved youth the opportunity to become more productive citizens by building on the strengths of youth and their families in the least restrictive, most homelike environment consistent with public safety. DYRS administers detention, commitment and aftercare services for youth held under its care in its facilities or residing in the DC community. 
The Human Resources (HR) Specialist (Payroll is located within the Department of Youth Rehabilitation’s (DYRS) Office of Human Resources (OHR). The purpose of the OHR is to provide personnel and management advisory services regarding DYRS' human capital resources in support of programmatic operations to achieve operational goals and objectives.

	Text5: The Human Resources Specialist will serve as a liaison between relevant external stakeholders such as the Office of Pay and Retirement Services (OPRS), the Office of the Chief Technology Officer (OCTO), and the Department of Human Resources (DCHR), regarding time and labor issues. The Payroll Specialist will serve as a Quality Assurance Liaison (QAL) for the agency and will review and reconcile time entries for accuracy; resolve payroll issues; communicate with employees and managers in case of any issues that arose after payroll has been processed and completed.  Additionally, the incumbent will be responsible for completing Bi-weekly overtime audits, payroll closing audits, investigate and identify issues, resolve or provide recommendations. The incumbent also will generate off cycle checks where necessary with supervisor’s approval, use advanced excel skills to investigate payroll issues and complete retro payments and backpays as appropriate. Work with the FMLA, Workers Compensation and Employee Relations teams in analyzing leave audits and provide expert advice to resolve complex payroll issues, leave abuse cases etc. Conduct refresher payroll trainings for current employees and managers. Train new hires on payroll and benefits during new hire orientation.
The incumbent is also responsible for monitoring the timely initiation of personnel action requests; coordinates with DCHR to identify any problems in processing and endeavors to resolve those issues in support of the department, office or business unit. The incumbent will also research, compile, organize information and data; prepare periodic statistics and reports upon request and in support of workforce planning for DYRS.

	Text6: Individual must possess at least one-year (1) of specialized experience equivalent to the CS-11 grade level. Specialized experience is experience that has equipped the applicant with the knowledge, skills, and abilities to successfully perform the duties of the position and that is typically in or related to the work of the position to be filled. Specialized experience can include performing payroll functions for large organizations, performing overtime audits, preparing statistical reports, performing technical functions (v-look-up, trend analysis, etc.), serving as the initial point of contact for payroll related matters; performing payroll functions for large organizations, performing overtime audits.  


