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FLSA STATUS: 
Non-Exempt 
POSITION RATING:   
637 
CLASS SUMMARY:   
The Payroll Specialist is responsible for processing payroll for the District.   

 
TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; 
position assignments may vary.) 
 

FREQUENCY 
 

1. 
 
 
 
 
 

 

Processes contracts and pay requests, which includes establishing payroll 
procedures; determining pay and benefit amounts for employees; ensuring that 
payroll activities are consistent with state and federal law; reviewing and processing 
pay requests to ensure compliance with applicable contracts and established 
guidelines; monitoring payroll processing, printing checks and deposit notices; 
preparing related reports; and responding to questions from employees 

Semi-Monthly 
60% 

 2. Performs other human resources functions to include maintaining and controlling 
access to personnel files, preparing materials for negotiations, developing seniority 
and tenure lists, processing applications, and preparing contracts. 
 

Semi-Monthly 
10% 

3. Processes accounts payable information related to payroll activities, including taxes, 
retirement payments, insurance, and/or other related items. 
 

Semi-Monthly 
10% 

4. Processes and tracks leave requests, ensuring they comply with applicable contracts 
and individual allotments. 
 

Semi-Monthly 
5% 

5. Performs a variety of administrative activities in support of department operations, 
which includes:preparing applicable reimbursements; attending workshops on 
payroll information; providing assistance to external auditors; overseeing the 
processing of new hires; and/or, performing other related activities. 
 

Quarterly 
10% 

6. Prepares a variety of reports, including tax reports, unemployment reports, LCTS 
reports, and/or other applicable reports. 
 

Quarterly 
5% 

7. Performs other duties of a similar nature or level. 
 

As Required 
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TRAINING AND EXPERIENCE (positions in this class typically require): 
 Associate’s Degree in Accounting or a related field and a minimum of two years related bookkeeping 

experience preferred; or,  
 an equivalent combination of education and experience sufficient to successfully perform the essential 

duties of the job such as those listed above.   
 
LICENSING REQUIREMENTS (positions in this class typically require): 
 None 
 
KNOWLEDGE (position requirements at entry): 
 Payroll processing practices; 
 State and Federal payroll taxes; 
 Labor laws associated with overtime payments; 
 Automated payroll processing software; 
 Modern office equipment; 
 Standard office procedures; 
 Customer service principles. 
 
SKILLS (position requirements at entry): 
 Operating a computer and related software applications; 
 Performing mathematical calculations; 
 Providing customer service; 
 Reading, interpreting, and applying technical information; 
 Identifying and resolving problems; 
 Reviewing a variety of payroll documents and forms and identifying incorrect information; 
 Meeting strict payroll deadlines; 
 Keyboarding; 
 Operating modern office equipment; 
 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general 

public, etc. sufficient to exchange or convey information and to receive work direction. 
 
PHYSICAL REQUIREMENTS:  
 Positions in this class typically require:  reaching, fingering, grasping, talking, hearing, seeing and 

repetitive motions. 
 Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force 

frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  
Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are 
required only occasionally and all other sedentary criteria are met. 

 
NOTE:   
The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 
 
CLASSIFICATION HISTORY:  
Approved by the School Board on 05/23/11 
 

 
 
 


