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BRISTOL BAY NATIVE ASSOCIATION 
POSITION DESCRIPTION 

 
POSITION TITLE:   Payroll Specialist 
 
OBJECTIVE:   Includes a variety of payroll processing and accounting transactions in accordance 
with generally accepted accounting and audit principles.  This position is cross trained to process 
BBNA’s payroll during the absence the Payroll Manager.   
 
QUALIFICATIONS:  Candidates must demonstrate their ability to accomplish the Essential Job 
Results stated below.   Education / Training: High school diploma with two years progressive 
experience in related field, or formal training in payroll and accounting may substitute for 
experience. Training /seminars such as Payroll Law Updates are valuable. Important attributes:  
Exceptional attention to detail, ability to process data entry with minimum error, handle multiple 
complex requests in an organized, efficient manner within established deadlines. Strong desire 
to develop skills in payroll.   Computer skills:  This position uses: Microsoft Excel, MIP accounting 
software and company applications: Jira for Payroll Instructions and other electronic forms; and 
Confluence BBNA’s shared team workspace for storage of forms, policies, and other Finance 
Department resources.   Familiarity with Bristol Bay area, people, and cultures. 
 
Complete achievement of certain of the above specifications may not be required if, in the opinion of 
BBNA a particular candidate possesses significant offsetting characteristics, such as past 
accomplishments, experience, education, or estimate of future potential.    

 
ESSENTIAL JOB RESULTS  
Following BBNA’s internal policies & procedures and related state/federal payroll related laws 
/ regulations.   
 by 

1. Understanding and applying BBNA Financial and Personnel policies & procedures, related 
Wage and Hour & DOL laws and regulations. 

2. Continuing professional development through reading/research, work experience, and 
formal study to stay informed of evolving trends in payroll and help ensure BBNA is in 
compliance with labor standards and laws. 

3. Understanding BBNA’s benefit package as it relates to payroll. 
 
Working closely with Payroll Manager, to organize and handle the large volume of Payroll 
Instructions, timesheets, and reports, including both paper and electronic. 
by  

1. Planning tasks for completions within established deadlines. 
2. Maintaining accurate and updated employee payroll files, with the timely set-up and 

entry of new employees, and the timely removal of separated employees. 
3. Contacting employee or supervisor when discrepancies are noticed on timesheets or 

payroll instruction forms.   
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4. Perform follow up as needed for prompt resolution; keeping stakeholders informed if 
changes are made.   

5. Making entries for sick leave bank donations and usage. 
 
Perform monthly reconciliations including but may not be all:  

1. Payroll tax payables,  
2. Vacation payable  
3. Sick leave bank accounts  

 
Ensure correct Distribution Codes are being used. 
by 

1. Creating Distribution Codes.   
2. Ensuring the maintenance of all account codes, year-end data tables and attributes within 

the payroll modules as needed. 
3. Reviewing and working with Accountant to verify correct account codes are being used. 

 
Ensure Leave Accruals are accurately posted 
by  

1. Auditing the Edit Report prior to printing & electronic transfer 
2. Resolving any variances.    
3. Performing quarterly reconciliations to AL Liability Account  

 
The Payroll Edit Report is audited prior to printing & electronic transfer 
by  

1. Checking closely for possible data entry errors or irregularities in MIP functioning 
2. Helping to determine how MIP related problems occur and how to prevent future 

problems. 
 

Corrections in pay are processed efficiently 
by 

1. Following the established procedure for corrections 
2. Determine origin of error 
3. Provide the calculations for correction  
4. Obtain required employee authorizations for recovering overpayments, issuing 

underpayments.   
 
Provide continuity in coverage  
by 
1. Cross training with Payroll Manager to process BBNA’s payroll run in the absence of the 

Payroll Manager.  This will occur through progressive experience gained while working closely 
with the Payroll Manager and Lead Accountant throughout the two week pay cycle.   

2. Cross Training within Finance Department to ensure continuity during absence.  
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3. Assisting in preparation for year-end closing and annual audit. 
 
Protect program integrity and client privacy  
by 
Agreeing to BBNA’s policy on confidentiality, keeping confidential information gained through 
employment secure, during and after this employment.  
 
Travel in and out of region  
by  
Scheduling well planned trips if necessary to provide services, participate in training, workshops 
and to exchange information.  Travel is not expected to be frequent.     
 
Contribute to the overall team effort  
by  
Welcoming new and different work requirements; exploring new opportunities to add value to 
the organization; helping others accomplish related job results as and where needed.  
 
Wage Range: $44,789 – 63,985 yr. $22.97 – 32.81/ hr. 
 
Reports To: Senior Accountant 
 
Duty Station: Dillingham 
 
           
Employee Acknowledgement    Date 
           
Supervisor      Date 
           
Director of Human Resources        Date 
 
 
 


