BELLEVUE INDEPENDENT SCHOOLS
JOB DESCRIPTION

POSITION TITLE: Payroll and HR/Benefits Coordinator
QUALIFICATIONS: 	High school diploma, G.E.D. Certificate
Experience in payroll, record-keeping, and working with the public.
Experience working in school systems preferred.
Critical Reasoning Skills
Oral and written communication skills


REPORTS TO: Superintendent or Superintendent Designee (Director of Finance)
JOB GOALS: Perform complex and responsible payroll duties requiring knowledge of both classified and certificated payrolls; Maintain personnel files, Onboard new hires and serve as the district’s benefits coordinator.  

PERFORMANCE RESPONSIBILITIES:
· Post and fill open employment positions on KDE’s website, central office, and TalentEd.
· Complete MERR report annually.
· Maintain all personnel files.
· Processes volunteer background checks through we base Kentucky Court of Justice and maintains list of approved volunteers for district.
· Processes emergency substitutes teachers on the Kentucky Education Professional Standards Board website to obtain TC-4 certification. 
· Maintain approved substitute teacher list for the district.
· Process new personnel and personnel files.
· Send onboarding/new hire forms to new employees sends instruction for background checks o new employees. 
· Attend and participate in professional development pertinent to the position and district. 
· Process payroll and related records for assigned payrolls; compute hours and pay of employees for each payroll period; compute and summarize deductions such as withholding tax, retirement, insurance and maintain records of deductions; verify and input data.
· Monitor changes in payroll-related data; prepare changes, corrections or adjustments as necessary; notify proper authorities.
· Maintain records of individual earnings, deductions and related data; process retirements and terminations as appropriate; verify documents for proper account codes, pay rates and related data.
· Maintain employee absentee records including sick leave, personal leave, professional leave, vacation leave and leave without pay.
· Respond to questions or complaints from employees regarding pay, deductions, sick leave, vacation and other payroll information; answer phones.
· Receive, sort and distribute paychecks and warrants according to established procedures and guidelines.
· Prepare and maintain files of records and documents relating to work performed; prepare special reports as assigned.
· Maintain group health plans, state group life plans, district group life plans and voluntary payroll deductions.
· District payroll; assists employees in completing necessary payroll documentation forms.
· Maintain records and disburses payments to various insurance companies, professional organizations, tax sheltered annuity companies, credit union and other voluntary deductions and related services.
· Assure all required reports and payments (including but not limited to the following: teacher retirement systems, social security administration), are properly prepared and reported in a timely manner.
· Prepare annual ACA Reporting (1094’s 1095’s) for the Bellevue Independent School District.
· Reviews financial reports and computer printouts to assure accuracy and completeness; makes corrections and adjustments as necessary.
· Assist in preparing documents and agenda for Board of Education Meetings.
· Demonstrate regular attendance and punctuality
· Adheres to the appropriate code of ethics.
· Perform other duties consistent with the position assigned as may be requested by the Superintendent.
KNOWLEDGE OF:
· Principles and techniques involved in payroll preparation, monitoring and control.
· Practices and procedures of payroll record-keeping and filing.
· Applicable sections of Kentucky Administrative Regulations and other applicable laws. 
· Interpersonal skills using tact, patience and courtesy. 
· Telephone techniques and etiquette. 
· Tax withholding, voluntary deductions, garnishments and fringe benefits.
· Accounting budgeting and auditing principles, practices and procedures.
· Financial and statistical record-keeping techniques and preparation of comprehensive accounting reports.
· District organization, operations, policies and objectives.
· Oral and written communication skills and correct English usage, grammar, spelling, punctuation and vocabulary.

ABILITY TO:
· Perform responsible payroll record-keeping duties with a high degree of skill and accuracy.
· Learn to interpret, apply and explain rules, regulations, policies and procedures. 
· Process payroll and related records for an assigned major payroll.
· Establish and maintain cooperative and effective working relationships with others. 
· Meet schedules and timelines. 
· Work confidentially with discretion. 
· Communicate effectively both orally and in writing. 
· Complete work with many interruptions. 
· Maintain records and prepare reports. 
· Perform difficult and complex accounting work in the preparation, maintenance and review of District financial records, accounts and reports.

