
Abilene Unified School District #435 
Job Descriptions 

  
Job Title  Payroll Clerk 
 
Purpose:  The Payroll Clerk maintains all employee records and ensures accuracy of 

benefit records and the districts monthly payroll and benefit records. To 
accomplish these tasks, the Payroll Clerk must work closely with the staff 
and administration of the District. 
 

Responsible to: Superintendent and Business Manager/Clerk of the Board 
 
Payment rate:    Salary and benefits as established by the Board of Education 
 
Qualifications: 

1. High school diploma or equivalent. 
2. Health and Inoculation Certificate on file in the Central Office (after employment    

offer is made). 
3. Five years' experience in payroll preferred. 
4. Knowledge of computer usage and application, as well as various office machines 

and telecommunications equipment. 
5. Must demonstrate proficiency in spelling, math, and typing. 
6. Desire to continue career improvement by enhancing skills and job performance. 
7. Requires prolonged sitting, standing, and use of equipment including repetitive 

motions and computer eye fatigue. 
8. Requires physical exertion to manually move, lift, carry, pull, or push heavy 

objects or materials. 
9. Requires stooping, bending, kneeling and reaching. 
10. Must occasionally work in noisy and crowded environments, with numerous 

interruptions. 
 
Essential Functions: 

1. Ability to maintain confidentiality of all district information. 
2. Ability to ensure payroll activities conform to District guidelines. 
3. Ability to ensure personnel records, certifications, and records that effect conform 

to District guidelines. 
4. Ability to communicate and work effectively and cooperatively with members of 

the school district and community. 
5. Ability to react to change and frequent interruptions in a productive and positive 

manner, meeting deadlines as assigned. 
6. Ability to appropriately operate all equipment, including a computer, as required 
7. Ability to implement the vision and mission of the District. 

 
General Responsibilities: 

1. Ability to prepare monthly payrolls for all funds. 
2. Ability to prepare manual and electronic timecards for monthly payrolls for above 

departments. 
3. Ability to set up and review transmission schedule with bank for direct deposit of 

payroll. 
4. Ability to process all direct deposit applications, pre-notify bank, wire to bank all 

direct deposits two business days prior to payday. 
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5. Ability to enter all W4 changes and other various deduction changes for each 
employee. 

6. Ability to create payroll reports monthly for FICA, Unemployment, KPERS, 
Federal, and State withholding. 

7. Ability to act as KPERS agent and maintain all records and submit all required 
KPERS reports. 

8. Ability to process W-2 registers and W-2's for each employee. 
9. Ability to maintain personnel file for each employee including certifications, 

loyalty oaths, TB tests, 19 forms, and BC/BS forms. 
10. Ability to deduct annuity payments from employee's checks and reconcile all 

billings. 
11. Ability to deduct health insurance premiums and reconcile monthly billings. 
12. Submit all change forms, drops, and new enrollment forms. 
13. Ability to verify each employee has submitted a Section 125 form and all 

insurance forms have been completed at open enrollment for insurance. 
14. Ability to calculate annual leave for each employee. 
15. Ability to enter new salaries for each group of employees at the beginning of the 

school year. 
16. Ability to observe and follow all school district policies at all times. 
17. Ability to keep personnel information and records confidential. 
18. Ability to respond to information requests in a cooperative, courteous and timely 

manner. 
19. Ability to implement and follow all District health and safety policies, including 

all precautions of the Blood-borne Pathogens Exposure Control Plan. 
20.  Ability to maintain license personal reports, certifications and licensures as 

required by Kansas State Department of Education. 
21. Ability to keep updated and accurate professional development records for 

certified.    
22. Ability to perform other tasks and assume other responsibilities as directed by 

Superintendent or Business Manager/ Clerk of the Board. 
 
Term of Employment: At Will employment with days and hours to be arranged and 
salary as determined by the Board of Education. 
 
 


