
NEW PRAGUE AREA SCHOOLS 

JOB DESCRIPTION 

Position Title:  Payroll Specialist       

Department:  Business Office Date Written:  June 2016 

Reports To:  Business Services and HR Director Exempt Status:  Non-exempt 

Approval:  ______________________________ 

                                 (Human Resources) 

 

 

 

JOB SUMMARY: Provide payroll and benefit services to all employees of the district with excellent customer 

service. 

  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

60% Prepare and process semi-monthly payrolls in accordance with Board approved contracts 

A. Import and verify updated assignment and salary data from HR system 

B. Input and verify timesheets into payroll worksheets for payment 

C. Determine and enter pay adjustments, leaves, pay docks, and retro pay 

D. Import information from time reporting system  

E. Verify, calculate, and enter deduction and benefit changes for employees 

F. Apply contract provisions and collective agreements as they pertain to payroll processing 

G. Process semi-monthly payroll  

H. Create checks, direct deposit notices, reports, and electronic payment files 

I. Remit payroll withholding taxes, retirement contributions, and other deductions promptly and to 

avoid penalty 

J. Report payroll data to outside agencies as required 

K. Prepare W-2 statements 

L. Answer employee questions concerning paychecks, benefits, deductions, and other payroll 

related questions and concerns 

M. Maintain all payroll records and files  

N. Prepare and file quarterly reports 

O. Transmit benefit eligibility and participation to third party vendor for Affordable Care Act 

reporting requirements   

 

30% Maintain time reporting system 

A. Set up and maintain parameters in the time reporting system 

B. Input and maintain individual employee schedules 

C. Export timesheet information for input into payroll system 

D. Run reports as needed 

 

10% Special Projects and Analysis 

A. Prepare audit work papers as required 

B. Provide reports as required 

 

Performs other duties as assigned or requested including attending professional development/meetings, 

in-services and workshops.  



 

WORK REQUIREMENTS AND CHARACTERISTICS: 

Education/Certification/Licensure: 

 High school diploma  

 Associate degree in  accounting or business with coursework in human resources, payroll, or accounting 

preferred 

 Valid Minnesota driver’s license 

Experience: 

 Three years previous payroll or accounting experience 

 Previous experience in school district business office preferred 

Essential Knowledge, Skills, and Abilities: 

 Excellent oral and written communication skills 

 Excellent customer service skills 

 Knowledge of payroll and accounting procedures 

 Knowledge of automated accounting and payroll systems, preferably in a school setting 

 Ability to establish and maintain effective working relationships with employees, supervisors, 

administration, and outside vendors 

 Basic math skills 

 Knowledge of  payroll and benefit laws and regulations 

 Advanced spreadsheet skills 

 Skilled in identifying and resolving problems or situations requiring the understanding of payroll 

principles and the exercise of good judgment 

 Excellent organizational skills 

 Ability to work independently with minimal supervision 

 Ability to plan, prioritize and organize complex functions 

 Strong team skills 

 Ability to  apply judgment in dealing with angry, hostile, or uncooperative individuals 

 Ability to complete work accurately and reliably 

 Ability to exercise confidentiality in handling district information 

Machines, Tools, Equipment, Electronic Devices, and Software: 

 Operates office equipment including computer, printer, scanner, calculator, copier, multi-line phone 

system, facsimile 

 Utilizes multiple software, databases, and systems 

 Uses Gmail to receive district communication 

Supervision of Other Employees: 

 Position does not supervise other district employees 

Physical Job Requirements: 

 Position involves extended periods of sitting while entering computer data unless a sit/stand station is 

available 

 Position involves frequent repetitive action on keyboard 



 Position involves occasional lifting up to 20 lbs. 

 Position involves occasional bending, kneeling, and stooping to reach file drawers 

 Position involves listening, speaking clearly, and visual acuity 

 Position involves frequent standing and walking 

Mental Job Requirements: 

 This position involves handling multiple tasks at one time and dealing with frequent interruptions, and 

prioritizing tasks to meet strict deadlines 

 Position involves responding to changing technology 

 Position must exercise a high level of confidentiality in handling district information 

 Position involves need for accurate and detailed work 

 Position requires flexibility and willingness to undertake a variety of tasks 

 Position involves maintaining composure during  high stress activities and emergencies 

Working Conditions: 

 The majority of work is performed in normal office conditions 

 Work hours can extend into the evenings during audit and other times 

 Position requires traveling between school buildings and to other off site locations 

 

 

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. 
 


