Payroll clerk responsibilities:
Accounts for and manages all payroll processes for classified/certified staff within the district. 
Upholds board policies and follows administrative procedures. 
Properly interprets negotiated agreements as they pertain to payroll including salaries, wage rates and benefits. 
Assists district staff with questions regarding pay and benefit issues.  
Prepares and distributes health, dental and life insurance reports and deduction checks. 
Refers to inquiries requiring policy interpretation to administrative staff. 
Maintains authorization forms for payroll deduction (e.g., tax withholdings, insurance payments, retirement contributions, etc.). 
Completes reconciliation of employee funded plans. (Annuities, life insurance, health insurance, etc.)
Responsible for monthly, quarterly and annual reporting of retirement, City taxes, County taxes, Federal taxes, State taxes, and annual W2s.
Maintains the confidentiality of privileged information. 
Types correspondence, memos, and other office documents.  
Processes the payroll.  Verifies time sheets/payroll data.  Calculates gross wages. 
Reconciles payroll records each pay period. 
Organizes financial data required to keep the Finance Director informed of pertinent issues. 
Keeps materials properly filed. 
Performs administrative support functions that require independent judgment and discretion.   
Organizes and maintains the safe retention of office records.   
Maintains employee records within the accounting system. (Munis)
