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POSITION LE Pavroll Clerk

BEMIDJI AREA SCHOOLS
POSITION JOB DESCRIPTION

IMMEDIATE SUPERVISOR

Accounting Services Coordinator

SUPERVISOR EMPLOYEE

Note: The signature of the superviser and employee

Job Summary (Basic Purpose of Position)

ORIGINATION DATE

LAST REVISION DATE (crober, 2000
BAND & GRADE A-1-3-3

To assist the payroll manager to prepare, distribute and maintain
the various payroll functions of the district in a timely and efficien

indicates they have read this job description and agree fAanner.
with its contents
NECESSARY SKILLS
R :
@GGQ\R OGTiNE,Dq?EES, % OF KNOWLEDGE, ABILITIES :
List o‘f Things to Accornplish in Major Job BANDY/ TIME What Yoy Have to Know to PERFORMANCE STANDARDS
function GRADE | DW | wC | Accomptish Duty of Function How Wil You Know the Job is Done?
NOTE; LIST EACH MAIOR JOB FUNCTION PRIOR TO LISTING OF ROUTINE DUTIES, SKILLS AND PERFORMANCE STANGARDS :
1.01 Build and maintain employee payroll files in Al KNOWLEDGE OF; 1.01 Payroll files were established and maintained as
accordance with negotiated agreements. Determine D-25% 1. District policies and procedures directed.
prorated salaries when necessary. ' 2. State and federal regulations for
payroll withholding 1.02 Payroll checks were distributed to employees in a
1.02 Prepare payroll and distribute payroll checks to | A1 3. Negotiated agreements timely manner as directed.
employees within the district. M-20% 4. Telephone procedures
5. Mathematicai procedures 1.03 Al state, federal and district reports were prepared
1.03 Assist in prepearing all payroll reports within = © A1 6. Staff concerns and filed on or before their due dates,
state and federal timelines. : D-10% 7. District employee insurance _
' polcies 1.04 Statistical data was furnished as directed by
1.04 Prepare statistical data when requested. Al M-5% 8. District computer system immediate supervisor.
1.05 Assist with the processing of employee Al M-6% ABILITY TO: 1.05 Bmployee insurance changes were processed in
insurance requests. 1. Communicate wtih staff accordance with district policy and employees request.
2. Organize work
1.06 Process and reconcile insurance company Al M-10% 3. Maintain confidentiality 1.06 Insurance company invoices were processed in an
invoices as needed and directed. 4.. Work under pressure expedient manner and paid according to established
5.. Work with numerical data policy.
1.07 Responsible for completing quarterly report for Al Q
Minnesota Department of Jobs & Trainng.
1.08 Responsible for keying in-all payroll mainte- Al M-15%
nance.
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REG«.... -1 ROUTINE DUTIES

List »f ‘Things to Accomplish in Major Job
function

BAND/
GRADE

% OF
TIME
0w

WG

s
NEGE:-.. ARY SKILLS
KNOWLEDGE, ABILITIES

What Yoy Have ts Know 1o
Accomplish Duty of Function

PERFORMANCE STANDARDS
How Wilt You Know e Job is Done?

HOTE, LIST EACH MAJOR JOB FUNCTION PRICR TO LISTING OF ROUTINE DBUTIES, SKILLS AND

PERFORMANCE STANDARDS

.00 Assist in the year end processing of the W-2"s.

1.10 Assist Payroll Manager with processing of retro
pay.

L.11 Other office duties as assigned by immediate
EUpervisor.

Al

Al

Y-2%

Y-10%

SKILLS:

1. Operate CRT

2. Operate Caleulator

3. Operate copy machine
4. Operate Macintosh
5..File

1.09 W-2's were processed accurately, free of erros
in a timely manner.

1.10 Retro pay was processed accurately, efficient
and error free.

L.11 Gther office duties were performed accurately
when necessary.
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