NELSON COUNTY SCHOOLS 
Job Description 
TITLE: ACCOUNT CLERK III 
QUALIFICATIONS: Any combination equivalent to: high school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law and two years of payroll accounting experience. 
REPORTS TO: Supervisor 

JOB GOALS:  Perform complex and responsible payroll and other duties requiring knowledge of both classified and certificated payrolls, attendance and other school business; provide training and work direction to Payroll Assistants and other personnel as assigned. 
PERFORMANCE RESPONSBILITIES: 
Perform specialized and complex duties in areas requiring more analyses and accountability and may lead other business clerical personnel. 

Provides training, guidance and work direction to other personnel as assigned to the unit. 

Assumes responsibility for production of various state reports in an accurate and timely manner. 

Assumes responsibility for running and reconciliation of various reports. 

Ensures that all schools receive and install various updates. 

Assists in the review of various systems and procedures; recommends method improvements and implements changes as approved. 

Processes payroll and related records for assigned major payroll of the District; computes hours and pay of employees for each payroll period; computes and summarizes deductions such as withholding tax, retirement, insurance and maintains records of deductions; verifies and inputs data. 

Monitors changes in payroll-related data; prepares changes, corrections or adjustments as necessary; notifies proper authorities. 

Computes annual vacation and sick leave allowances and payroll distribution; communicates with District and site personnel regarding time reports, warrants, and insurance coverage and leave time. 

Responds to questions or complaints from employees regarding interpretation of laws, rules, regulations, contracts and other documents governing District payroll; assists employees in completing necessary payroll documentation forms. 

Processes and records specialized payroll services including Works Compensation, Retroactive pays, voluntary deductions, and other related services. 
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Calculates and prepares annual salary and budget projections for categorical programs and maintains records of individual earnings, deductions and related data; processes retirement and terminations as appropriate; verifies documents for proper account codes, pay rates and related data. 

Maintains employee attendance records; verifies and inputs individual sick leave and vacation allowances and usage; distributes related lists and notices as needed. 

Sorts and distributes paychecks and warrants according to established procedures and guidelines. 

Prepares and maintains files of records and documents relating to work performed; prepares special reports. 

Processes the payroll-related sections of various employment verification forms; verifies salaries by phone in accordance with related laws and District policies and procedures. 

Operates standard office equipment including a computer terminal as required. 

Demonstrates regular attendance and punctuality. 

Adheres to the appropriate code of ethics. 

Performs other duties consistent with the position assigned as may be requested by the 

Superintendent. 
ABILITY TO: Perform as a leader such that student achievement is maximized through efficient use of funds.
KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined.
