Southern Kern Unified School District 

Position Description
Position Title:  
Technician, Payroll

Department:  
Business Services

Reports To:   
Chief Business Officer

Prepared By:  
Staff
Date: October 29, 1996

Approved By:  
Board of Education
Date:  June 4, 1997
Revised: Dec. 2006

SUMMARY:  Works with limited supervision while providing accurate and systematic payroll services.

ESSENTIAL DUTIES AND RESPONSIBILITIES:  Other duties may be assigned.

· Accurately implement and maintain the KCSOS Position Control system.
· Maintain confidentiality of all confidential materials.
· Combine school site time sheets and total hours for payroll.

· Calculate annual salaries for end of month payroll.

· Prepare Annual Salary Schedules, Employee Salary Data and Voluntary Deduction sheets.

· Process payroll data for all school district employees

· Input into county computer system:

· Voluntary deductions and wage garnishment.

· Distribute payroll deductions in compliance with local, state and federal statutes.

· Prepare, verify and distribute checks.

· Maintain accurate, up-to-date files of all payroll information and transactions.

· Maintain and reconcile payroll, withholding accounts and district’s revolving cash fund.

· Prepare employment verifications and final salary affidavits.

· Provide information to representatives of government, employee unions, retirement and other related agencies including the J-9.

· Prepare required governmental reports:  Retirement, IRS, W-2's SUI, FTE, etc.

· Provide payroll information to district administration for use in employer-employee relations.

· Assist in the annual audit.

· Assist in recording and reconcile employee absence or leave time for permanent records.  

· Responsible for early work shift to contact substitute teachers for all school sites.

· Assist with employee health benefits and workers compensation

SUPERVISORY RESPONSIBILITIES:  None

QUALIFICATION REQUIREMENTS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE:  

· High School Graduate or GED
· Ability to pass management examination 
LANGUAGE SKILLS:  

· Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. 

· Ability to write routine reports and correspondence.

· Ability to create forms necessary for a smooth running department. 

· Ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS:  

· Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume. 

· Ability to apply concepts of basic algebra and geometry.

REASONING ABILITY:  

· Ability to apply common-sense understanding to carry out instructions furnished in written, oral, or diagram form. 

· Ability to deal with problems involving several concrete variables in standardized situations.

OTHER SKILLS and ABILITIES:  

· Patient and able to get along well with others.

· Ability to type 45 words per minute.

· Ability to operate calculator, copier, fax, and postage machines.  

· Ability to operate a personal computer, mainframe and spreadsheet experience.  

· Ability to develop effective working relationships with students, staff and the school community.  

· Ability to communicate clearly and concisely, both orally and in writing.  

· Ability to perform duties with awareness of all district requirements and Board of Education policies.

· Ability to learn and utilize new software programs, as systems are upgraded. 

· Ability to apply knowledge of current research and theory in specific field.  

· Ability to establish and maintain effective working relationships with staff and the school community. 

· Ability to speak clearly and concisely both in oral and written communication.  

· Ability to perform duties with awareness of all district requirements and Board of Education policies.

· Must be able to meet critical deadlines.

PHYSICAL DEMANDS: 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 may be made to enable individuals with disabilities to perform the essential functions.  While performing the duties of this job, the employee is:

· Regularly required to sit and talk or hear. 

· Regularly required to operate a computer.

· Occasionally required to stand, walk, operate office machines and reach with hands and arms. 

· Occasionally lift and/or move up to 20 pounds, such as payroll reports. 

· Specific vision abilities required by this job include close vision and depth perception.

· The employee is continuously required to interact with public and staff while meeting multiple demands from several people.

WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· The noise level in the work environment is usually quiet.  

Position usually demands meeting deadlines with severe time constraints.
The information contained in this job description is for compliance with the American Disabilities Act (A.D.A.) and is not an exhaustive list of the duties performed for this position.  Additional duties are performed by the individuals currently holding this position and additional duties may be assigned.
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