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DEFINITION
Under the direction of a Payroll Supervisor, perform difficult clerical duties in the preparation of payrolls for District
employees in a number of classified and certificated bargaining units.
EXAMPLE OF DUTIES
1.

Audit incoming time reporting documentation and prepare and input information to generate accurate
employee pay; review and revise resulting preliminary records; edit final registers and release payroll for
payment.

2.

Analyze, monitor, prepare and enter necessary corrections, adjustment of revisions to a variety of payroll
records and reports.

3.

Prepare, monitor and review reports to government agencies and District officials.

4.

Research, calculate and process retroactive, manual or special pay warrants; perform research and analyses of
employees' payroll history for retirement purposes.

5.

Perform on-line computer terminal transactions to initiate pay, to update and maintain employee payroll
reports, records and files.

6.

Provide payroll-related information to employees, other public agencies, businesses and the general public.

7.

Perform a variety of complex computations involving gross pay, retirement, tax, vacation and sick leave
balances and workers compensation; verify yearly earnings, prepare salary deferral payments and monitor
contract calculations; administer garnishments and withholdings.

8.

Maintain employee payroll records and files, including deduction cards, vacations, tax withholding
exemptions, retirement systems and time cards.

9.

Prepare correspondence, memos and reports; maintain records and files.

10.

Operate a variety of office equipment including FAX machines, calculators, typewriters, copiers and
computers.

11.

Perform related duties as assigned.

DESIRABLE QUALIFICATIONS
Knowledge:
Applicable sections of State Education Code.
Basic arithmetic.
Basic research principles and procedures.
Contracts covering various bargaining units.
General laws, rules, procedures and policies affecting payroll, retirement, tax, records and programs.
Human Resources policies and procedures related to assigned area.
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Methods and practices of payroll processes and record-keeping.
Modern office practices, procedures, equipment and telephone techniques.
Oral and written communications skills.
Payroll preparation and verification procedures.
Technical aspects of field of specialty.
Skills and Abilities:
Analyze situations accurately and adopt an effective course of action.
Communicate effectively both orally and in writing.
Conduct basic research.
Establish and maintain cooperative and effective working relationships with others.
Explain payroll-related information to employees clearly and accurately.
Maintain confidential records/files and prepare reports.
Meet schedules and time lines.
Operate a 10-key calculator quickly and accurately.
Operate standard office machines, including calculator, CRT terminal and microfilm reader.
Perform difficult payroll work requiring utilization of independent judgment and initiative.
Post data and make arithmetic computations rapidly and accurately.
Understand and follow oral and written directions.
Work confidentially with discretion.
Training and Experience:
Any combination of training and experience equivalent to: graduation from high school including or
supplemented by courses in accounting and two years of increasingly responsible payroll experience,
preferably in a public agency.
WORKING CONDITIONS
Physical Requirements:
Category III
Environment:
Favorable, usually involves an office.
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