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JOB TITLE: Clerk, Payroll STATUS: Non-exempt 

 
REPORTS TO: Payroll Manager TERMS: 240 days 

 
DEPARTMENT: Business Office PAY GRADE:   AS204 

 
 

PRIMARY PURPOSE: 

Prepare all payrolls for the district, including related reports and deposits. Work under close supervision to ensure 

accurate and timely preparation of payroll records by following prescribed procedures and regulations. 
 
QUALIFICATIONS: 

Education: 

High school diploma or GED 
 
Special Knowledge/Skills: 

Strong organizational, communication, and interpersonal skills 

Ability to use software to develop spreadsheets, databases, and update records 

Ability to use calculator (10-key by touch) 

Knowledge of basic accounting and time keeping procedures 

Ability to work with numbers in accurate and rapid manner to meet established deadlines 

Proficiency in typing, keyboarding, and file maintenance 

 

Experience: 

Minimum of 3 years of payroll/accounting experience, preferred 
 
MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Prepare accurate district payroll for distribution to employees following established procedures. 

 

2. Balance payroll earnings and deductions using provided reports and make notations of discrepancies and 

resolve. 

 

3. Receive and audit time sheets for all district employees. Calculate employee wages, salaries, hours worked, 

overtime pay, extra duty and determine withholdings, deductions, and net pay. Confirm the accurate use of 

general ledger accounts for regular and special funds.  

 

4. Maintain district payroll registers, employee payroll information, and other original documentation in an orderly 

and accurate manner in accordance with state, federal, and district requirements. 

 

5. Prepare and post all payroll changes including payroll deductions, salary changes, termination, and new 

employee information. 
 

6. Ensure that all new hires have been imported or accurately entered into the district timekeeping system with 

appropriate job codes. 

 

7. Import benefit changes into payroll database prior to every pay period and report errors to the benefits office.  

 

8. Work cooperatively with human resource department, principals, department heads, campus and department 

administrative assistants, and employees to ensure accuracy of information reported. Resolve payroll problems 

and inquiries. 
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9. Prepare and calculate all earned leave for new hires and terminations and key into database accordingly. 

 

10. Prepare semi-monthly file of employee absences that ensures accurate deduction from employee leave time and 

payment of the corresponding substitute. 

 

11. Provide training and guidance on payroll processes and procedures to new administrative and executive 

assistants to ensure proper submission of payroll timekeeping documents. 

 

12. Assist and provide customer service to current and former employees regarding payroll matters including but 

not limited to paycheck, direct deposit, W4, W2, retirement, employee self-service. 

 

13. Maintain confidentiality of information. 

 

14. Accurate and consistent use of Time Clock Plus (TCP), Frontline, MUNIS and TPA databases. 

 

15.  Perform other duties as may be assigned. 

 
 

MENTAL DEMANDS/PHYSICAL DEMANDS/ ENVIRONMENTAL DEMANDS: 

Tools/Equipment Used: Standard office equipment including personal computer and peripherals 

Posture: Prolonged sitting. Occasional bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions including frequent keyboarding and use of mouse. Occasional reaching 

Lifting: Occasional light lifting and carrying (less than 15 pounds) 

Environment: May work prolonged or irregular hours 

Mental Demands: Work with frequent interruptions, maintain emotional control under stress 

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties, and skills that may be required. 

 

I have read and understand the responsibilities and duties required for this position as outlined above. I understand the 

duties and can perform all essential job functions listed above. 
 
 

 

 

Printed Name 

 

 

Signature 

 

 

Date 


