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Indian Preference in Hiring shall apply to Swinomish Indian Tribal Community job opportunities.  

 

JOB TITLE:  Accountant II - Payroll Accountant 

 

DEPARTMENT:  Finance 

  
POSITION SUMMARY:  Primary duties include the maintenance, processing and record keeping of 

payroll for over 350 employees.  Secondary duties include tasks related to assisting the Tribe with the 

strengthening of internal controls within the Accounting Department. 

Supervised by: Chief Financial Officer  

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 

• Handle the administration of the electronic timekeeping system, which includes setting up 
employee timesheets according to personnel records and reviewing timesheets to ensure 
accuracy of approved timesheets. 

• Assist directors and employees with inquiries related to the electronic timesheet system. 

• Review timesheets ensuring that time records are accurate and that any inconsistencies or 
errors are resolved prior to processing. 

• Process payroll according the tribes approved personnel manual. 

• Track and deduct all garnishments and other special payroll deductions. 

• Review payroll reports for accuracy before payroll transactions are finalized. 

• Generate Payroll Checks and Direct Deposit files for timely distribution of payroll. 

• Process amended timesheets and make appropriate earnings and leave adjustments. 

• File documents into appropriate files in a timely manner. 

• Participate in payroll and timesheet audit activities. 

• Communicate with Human Resources to make necessary changes and updates to employee 
records. 

• Prepare and import cash receipts journals into the tribes accounting system. 

• Prepare, distribute and reconcile monthly billings to inter-governmental and intra- 
governmental agencies. 

• Other Duties as assigned. 
 

Is this a Testing Designated Position as described in the Drug and Alcohol-Free Workplace 
Policy ?  

 

Do the duties and responsibilities of this position involve regular contact with, or control over, 
Indian children or elders ? 

 

Human Resources 
11404 Moorage Way 
La Conner, WA 98257 

Phone (360)466-7353 | Fax (360)466-1348 
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MINIMUM QUALIFICATIONS  

 

• Associates Degree in Accounting, Business or Similar 

• 5 or more years of experience in payroll processing 
 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

 

• Proficient in Microsoft Office Programs, especially Excel. 

• Proficient with 10-Key. 

• Strong skills using and understanding the flow of transactions in an integrated and automated 
payroll accounting system. 

• Strong understanding of the payroll process and payroll taxes. 
 

WORK ENVIRONMENT AND TIME COMMITMENT 

   

1. Work schedule is 40 hours per week. This is a full-time position. 

2. Tasks are performed mostly indoors in both a clinical setting and an office environment.   

3. Considerable time may be spent at a computer work station in the performance of administrative 

tasks.  

4. Work may be performed under highly stressful conditions, and may involve extended periods of 

sitting, standing or walking. 

 

EMPLOYMENT CONDITIONS 

 

The Personnel Policies and Procedures of the Swinomish Indian Tribal Community apply to all 

employees.  The position of Payroll Accountant is considered to be an exempt “standard hour” position.  

All offers of employment are contingent on the successful completion of a drug and alcohol screening.  If 

the position involves regular contact with or control over children or elders, then a successful applicant 

must also meet minimum standards of character based on an extended criminal background check. 

 

 

Employee:  ____________________________________    Date:  ____________________ 

        

 

 

Supervisor:  ____________________________________   Date:  ____________________ 

  

 


