POSITION DESCRIPTION

WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Payroll Accountant
	 Department:
 Payroll/Human Resources

	Immediate Supervisor’s Position Title:
Director of Human Resources
	FLSA Status: 
Non-Exempt

	Job Summary:
Under the direction of the Director of Human Resources, prepares District payroll, maintains leave records and files and prepares payroll reports.  



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Coordinate processing of the district’s semi-monthly payrolls.  

· Collect, verify, calculate as needed, and process employee time records into the SMART HR system.
· Import payroll data from time keeping and absence management systems.
· Verify account codes.
· Process pay deducts and garnishments.  

· Prepare and issue paper checks and direct deposit notifications.  

· Prepare direct deposit file and submit to bank.

· Submit tax and retirement contributions each payroll.
· Work with the district accountant to make sure all salaries are being coded to the correct budget code.
· Complete necessary payroll related benefit duties.
· Maintain accurate information for all employees regarding payroll related items including pay rate, tax information and benefit deduction information including health, life, LTD, ADD, flex, and retiree benefits.
· Coordinate the monthly reconciliation and payment preparation for all payroll-related benefits.

· Coordinate the monthly reconciliation and payment of employee and employer TSA payments.
· Maintain ledgers for retired employees and employees on COBRA in regard to health, life and dental             

· insurance.  

· Prepare weekly deposit for payments made with a check or cash for insurance premiums.
· Assist employees/retirees with payroll related concerns

· Communicate with employees concerning payroll questions or concerns and assist them with proper completion of associated forms including tax and direct deposit information.
· Prepare payroll related reports 

· Reconcile and process annual W2 reports.

· Compile and submit quarterly unemployment report.

· Preparing deduction/contribution reports for each payroll.

· Prepare the monthly report for auto withdrawal from employee/retiree checking or saving account for 

· payment of insurance premium

· Perform other related duties within the scope of the  position as assigned or requested to contribute to the efficient operation of  Willmar Public Schools




SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	REQUIRED EDUCATION/TRAINING

 (choose one)
	DEGREE INFORMATION:    

Type of degree: (B.S., M.A., etc.)

Associates degree

	
	less than high school diploma
	

	
	High school diploma or GED.
	Major field of study or degree emphasis:  
Coursework in Accounting, Finance, Bookkeeping, or related area 

	
	1 year college
	X
	2 years college
	

	
	3 years college
	
	4 years college
	

	
	1st year graduate level
	Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:

· Fundamentals and general concepts of accounting, bookkeeping functions and district operations as it pertains to payroll  
·  Laws, rules, regulations and requirements pertaining to payroll accounting functions.

·  UFARS accounting practices and requirements.

·  General office and general administrative procedures and operational requirements.

·  Office equipment and typical productivity software, databases, or customized systems/applications used within the district for processing financial data.

·  Records retention, record/file/database maintenance requirements.



	
	2nd year graduate level     
	

	
	Doctorate level
	


	Required Work Experience in Addition to Formal Education/Training:
Minimum of 3 years general bookkeeping/payroll related experience.  

	

	LICENSE/

CERTIFICATION
	Identify licenses/certification required upon hiring:  

None


	ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  


	
Skilled in:  
· Reading, understanding and interpreting difficult materials with complicated information and that may contain excerpts from regulatory and/or legal documents.

· Performing addition, subtraction, multiplication and division plus calculating decimals and percentages and utilizing fractions.

· Preparing, maintaining and implementing accounting processes and procedures associated with the maintenance of payroll accounts.

· Using and applying accounting and financial software and programs in the preparation and maintenance of accounting records.

· Preparing of various local, state or federal accounting/fiscal reports.

· Oral and written communications..

· Establishing and maintaining effective working relationships with employees, supervisors, department heads, and representatives of other agencies.

· Customer service and human relations in assisting, dealing with and applying proper phone etiquette and informational assistance in dealing with employees, agencies, the public and department staff.

· Using and operating computers and applying office productivity software utilized by the department.

· Performing work assignments requiring attention to detail, precision and accuracy and in accordance with set deadlines under minimal direction and supervision.




	RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 



	
	Titles of Positions Directly Supervised
	# of Employees

	
	
	

	TOTAL
	0


	INDIRECT SUPERVISION:

	Number of employees indirectly supervised:

  
	Total: 

0


	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:  

Work is performed in a typical school district office setting where the employee is exposed to minimal environmental or physical hazards or risks associated with performing the requirements of the job



	
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities  



	Employee is required to:
	Never
	1-33%

Occasionally
	34-66%

Frequently
	66-100%

Continuously

	Stand
	
	X
	
	

	Walk
	
	X
	
	

	Sit
	
	
	
	X

	Use hands dexterously (use fingers to handle, feel)
	
	
	
	X

	Reach with hands and arms
	
	X
	
	

	Climb or balance
	X
	
	
	

	Stoop/kneel/crouch or crawl
	X
	
	
	

	Talk or hear
	
	
	
	X

	Taste or smell
	X
	
	
	

	Physical (Lift & carry):                                               up to 10 pounds
	
	
	X
	

	up to 25 pounds
	
	X
	
	

	up to 50 pounds
	X
	
	
	

	up to 75 pounds
	X
	
	
	

	up to 100 pounds
	X
	
	
	

	more than 100 pounds
	X
	
	
	


	
PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	Physical requirements associated with the position can be best summarized as follows:


Light Work:   Exerting up to 25 pounds of force occasionally and/or up to 10 pounds of force frequently, and/or negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects in the performance of the job.




SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________

____________________

Department Head’s Signature







                              

Date

Classification History:

Description Created December 2011
  Date Board Adopted:__________________





This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.
