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Payroll Specialist
Employee Name (Print): _______________________________________

Reports To:

Chief Accountant (Primary)



Chief Financial Officer (Secondary)
Dept/Campus:

Central Office




Paygrade: Para-8
Wage/Hour Status: 
Nonexempt




Date Revised: January 2015
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
To process, maintain and oversee all payroll related information in order to effectively and efficiently prepare pay checks and necessary reports subsequent to payroll.  

QUALIFICATIONS:
Education/Certification:
High School Diploma


Preferred Associate Degree or related college coursework

Special Knowledge/Skills:
Knowledge of payroll guidelines and procedures

Ability to use calculator (10-key by touch)

Ability to use computer and software such as word processing, spreadsheets, and databases

Proficient skills in typing, keyboarding, and file maintenance

Patient and calm demeanor with all customers (internal and external)

Experience:
Preferred two years of payroll experience

MAJOR RESPONSIBILITIES AND DUTIES:

1. Prepare all payrolls; including 25th of month, incentives, and summer school.
2. Prepare payroll checks and direct deposits for all employees and distribute to campuses and departments.
3. Balance payroll earnings and deductions. 
4. Receive and audit time sheets for district employees on a monthly basis.
5. Prepare and distribute W-2 Forms at calendar year end.
6. Prepare and submit payroll reports and forms; including those required by Internal Revenue Service, Texas Workforce Commission, Texas Retirement System, Federal Insurance Contributors’ Act, Medicare, and Workers’ Compensation.
7. Communicate with Human Resources Department and district staff to ensure accuracy of payroll information received and to resolve payroll issues and inquiries. 
8. Maintain strict confidentiality.

9. Pay all month end payroll related items such as benefits and various payroll related deductions.
10. Maintain, monitor, train and oversee time clock usage.

11. Add, update and maintain employees in time clock system.
WORKING CONDITIONS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs and the ability to work with frequent interruptions.

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.
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