SUPPLEMENTAL APPLICATION FORM

You must complete this form to be considered an applicant for the full-time Accountant I-Payroll position in the
Finance Department with the City of Brooklyn Park. Do not list “see resume” as a response.

Name: Date:

Minimum qualifications. Answer “yes” or “no” to the following questions:
Yes No

e Abachelor’'s degree in accounting or related field or an equivalent
combination of education and experience
Degree: Institution:

e One (1) year experience performing the payroll function for an employer

e Knowledge of advanced financial accounting principles and practices

e Knowledge of applicable state and federal laws, rules and regulations
related to payroll and public sector employment

e Knowledge of employee benefit/insurance, wage and compensation plans

e Ability to manage multiple assignments, determine and organize priorities,
and successfully work within deadlines and time constraints

e Ability to respect and maintain confidentiality of sensitive information,
issues, and projects; maintain compliance with the Data Practices Act

e Ability to work independently with minimal supervision/direction

e Ability to exercise sound judgment to solve problems in compliance
with established policies, procedures, and practices

e Ability to maintain attention to detail and accuracy

e Ability to interact, develop and maintain positive and professional working
relationships at all levels both inside and outside the city organization

e  Ability to clearly, concisely, and effectively communicate, both in verbal and
written formats

e Demonstrated proficiency in Microsoft Office Suite applications and programs
with specific emphasis in Excel, Word, and Outlook

e Demonstrated proficiency using automated payroll software application

Please answer the following. Be specific, listing employer name and length of time.

1. List experience performing the payroll function for a municipality or other governmental entity.
EMPLOYER TYPES OF DUTIES LENGTH OF TIME

2. List previous experience performing the payroll function for a large employer of 350+ employees.
EMPLOYER TYPES OF DUTIES LENGTH OF TIME




3. List previous experience with LOGOS/New World payroll software applications.
EMPLOYER TYPES OF DUTIES LENGTH OF TIME

4. List previous experience working with worker’s compensation.
EMPLOYER TYPES OF DUTIES LENGTH OF TIME

5. List previous experience with personnel-related budget analysis and preparation.
EMPLOYER TYPES OF DUTIES LENGTH OF TIME

6. List advanced training/education in or advanced skills using Microsoft Office Suite software applications.
TRAINING/EDUCATON/SKILLS

7. List previous experience working with diverse populations.
EMPLOYER TYPES OF DUTIES LENGTH OF TIME

8. Are you fluent in Spanish, Hmong, Russian, Somali or Vietnamese language(s)? Yes No
If yes, please provide specify which language.




