Timekeeper’s Responsibilities:
· Ensuring you always have a back-up timekeeper.

· Completing the paperwork to on-board, extend and separate employees.  
· Completing paperwork to place employees on LWOP, military LWOP-US, change schedules & TOD hours.

· Setting up Master Schedules and T&A files for all employees (and reviewing schedules annually).

· Entering new employees in webTA, doing Final T&A’s.

· Preparing leave audits on employees in leave error.

· Serving as the contact point for the Leave Transfer Program.
· Reviewing comp travel calculations submitted by travelers.
· Accurately entering and or reviewing T&A information from the employee’s timesheet every pay period. 
· Reminding supervisors that T&A’s need to be certified by COB Tuesday.  Check your list of employees! 
· You are not the Time & Attendance police—well, sort of(.  Refer troublesome issues to your supervisor.

· *Support your supervisor with your knowledge of Pay & Leave issues.
