
 

 

 

 

 

JOB POSTING NOTICE 

POSITION:  Payroll Administrator  
DEPARTMENT: Finance Department  
SALARY RANGE: $55,000 - $70,000     (Grade 12) 
                                        exactly salary will be commensurate with experience 
POSTED:  May 25, 2021 until filled   
   Priority Deadline: June 11, 2021  

The Town of Franklin is currently accepting applications for a Payroll Administrator. This is a 
salaried position and the incumbent will work 35 hours per week.  
 

This position is one of two Payroll Administrators for the Town of Franklin and works closely 
with Town and School staff to ensure that all our employees are paid in an accurate and timely 
manner. This includes approximately 840 full-time and part-time School employees and 290 
Town employees. The Town uses Munis software and we are currently on version 11.3 but will 
be upgrading to version 2019.1 in the next year. Employees are paid on a bi-weekly basis.  
 

The Payroll Administrator directs the full cycle of payroll and interfaces with members of the 
Finance Department, Human Resources, and the Treasurer’s office in various tasks. Timesheets 
are done within each Town department and the Payroll Administrator prepares and inputs the 
data into Munis.  
 

Duties and responsibilities include: 
 Analyzes, prepares and inputs payroll data into Munis.  
 Produces accurate and timely payroll. Ensures compliance with all applicable state and 

federal wage and hour laws. 
 Ensures that deductions for health insurance and other benefits are taken accurately 

from employment checks. Reconciles deductions as needed when an employee is on an 
unpaid leave of absence.  

 Prepares and reconciles weekly, bi-weekly, monthly, quarterly and year-end reports 
(gross payroll, hours worked, vacation accrual, tax deductions, benefit deductions, etc.) 
for management. 

 Interprets and reconciles system generated error reports. 
 Reconciles and prepares W-2s. 
 Prepares monthly submission of benefit premium deduction register to the Norfolk 

County Retirement System (NCRS). Notifies NCRS of additions/deletions of participants 
which may have a significant monetary liability for errors and/or omissions. 



 Maintains strong ethical standards regarding the handling of confidentiality of payroll 
actions. 

 Responsible for other duties as assigned. 
 

The ideal candidate will be detail-oriented and possess the following qualifications:  
 Must possess Associates Degree or higher, preferably in Finance or a related field 
 3-5 years of experience in payroll, accounting, or a related field 
 Intermediate to advanced knowledge of Excel  
 Attention to detail 
 Ability to work independently and to solve problems 
 Ability to maintain confidentiality 
 Excellent interpersonal skills and customer service skills  

 

Preferred qualifications: 
 Experience in producing or assisting in the production of payroll 
 Experience working in a Massachusetts Municipality or in the public sector 
 Experience with Munis 

 

The selected candidate must be authorized to work in the United States and be able to pass a 
criminal background check and a pre-employment physical exam, including a drug test. 
 
Interested candidates shall email a resume and cover letter in Microsoft Word or PDF format 
to apply@franklinma.gov.  Please put “Payroll Administrator” in the subject line of the email.  

 


