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Accounting Clerk lll - Payroll

Job Overview

The job of the Accounting Clerk Il - Payroll was established for the purpose(s) of providing support to department
activities with specific responsibility for ensuring the accuracy of preliminary and final payroll reports, time sheets,
spreadsheets, and funds distribution; responding to inquiries and/or requests for data and/or reports; and providing
timely and accurate payroll production.

This job reports to Accountant | Payroll.

Essential Functions
» Reviews deductions to make active for new hires and rehires to ensure accurate payroll processing.

« Compiles payroll data from a variety of sources (e.g. time sheets/payroll, salary adjustments, longevity pay, union
dues, benefits, leave balances, direct deposits,W-4’s, etc.) for the purpose of providing summaries to other
personnel, and/or ensuring compliance with established guidelines.

» Confers with a variety of internal and external parties (e.g. employees, supervisors, auditors, vendors, and banking
institutions) for the purpose of ensuring accurate payroll processing.

» Coordinates the payroll process with other departments and sites for the purpose of delivering services in
compliance with established guidelines.

» Maintains a wide variety of payroll information (e.g. direct deposits, pre-notes, W-4s, leave balances, salary, levies,
garnishments, investments, voluntary and involuntary contributions, etc.) for the purpose of ensuring the
availability of documentation and compliance with established policies and regulatory guidelines.

 Participates in workshops, in-service trainings, etc. for the purpose of conveying and/or gathering information
required to perform job functions.

* Processes a wide variety of payroll documents and materials (e.g. time sheets, withholding information, employee
contributions, union dues, longevity, leaves, supplements, stipends, etc.) for the purpose of disseminating
information to appropriate parties

» Reconciles payroll account balances (e.g. time sheets, direct deposits, wage attachments, benefits, voluntary and
involuntary contributions, and leave balances) for the purpose of maintaining accurate account balances and
complying with established guidelines.

» Research discrepancies of payroll information and/or documentation (e.g. time sheets, leave time, salary,
supplements, longevity pay, stipends, FMLA, etc.) for the purpose of ensuring accuracy and adherence to
procedures prior to processing.

» Resolves discrepancies with payroll and/or benefit information and/or documentation (e.g. payroll, benefit
provider/s, withholding versus W4, salary status, late hires, leaves of absence, separating employees, etc.) for the
purpose of ensuring accuracy of records and employee payments.
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» Responds to inquiries regarding payroll procedures (e.g. wage levies and garnishments, direct deposits, etc.) for
the purpose of providing appropriate action and/or complying with established fiscal guidelines.
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» Supports the Payroll Accountant in completing payroll operations for the purpose of ensuring the timely and
accurate payroll generation.

* Responsible for time management to meet time restrictions and deadlines ensuring that all essential job
responsibilities are completed accurately and on time.

» Maintains confidentiality to ensure that all pertinent information is protected and secure.

Other Functions
Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work
unit.

Responsibilities include working independently under broad organizational guidelines to achieve unit objectives; leading,
guiding, and/or coordinating others; and operating within a defined budget.

Working Environment
The usual and customary methods of performing the job's functions require the following physical demands: occasional

lifting, carrying, pushing, and/or pulling; some stooping, kneeling, crouching, and/or crawling; and significant fine finger
dexterity. Generally, the job requires 80% sitting, 10% walking, and 10% standing.

Qualifications

Minimum experience: Job related experience with increasing levels of responsibility is required.
Minimum education: Job related education that meets organization’s requirements.

Required Testing: Required Certificates and/or Licenses: FLSA Status:
Pre-employment Proficiency Test CPP Preferred Non-Exempt
Continuing Education/Training: Clearances: Employee Type:

N/A Criminal Justice Fingerprint/Background Classified
Clearance

Pursuant to the Williamson County Board of Education’s policy of non-discrimination, Williamson County Schools does not discriminate
on the basis of race, color, religion, age, sex, national origin, disability status, genetic information, protected veteran status, or any other
characteristic protected by federal, state or local laws in its policies, or in the admission of, access to, treatment, or employment in its
programs, services, or activities.
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