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JOB DESCRIPTION   
 

PERRIS SCHOOL DISTRICT 

 
PAYROLL TECHNICIAN  

 

 

Definition: 
 
Under the direction of the Accounting Coordinator, performs varied and technical 

functions in calculating, verifying and preparing payroll records, reports and other 

related work as required. 

 

Job Functions: 

 
1. Performs a variety of responsible and technical accounting duties involved in 

the preparation, processing and maintenance of the District’s payrolls, assuring 
that District employees are paid according to established guidelines and in a 
timely manner. 

2. Receives, processes, and maintains detailed permanent records of employee’s 
attendance and leave information. 

3. Organizes, prepares, and maintains all payroll record information for assigned 
personnel. 

4. Computes, gathers, assembles, proofs, extends, verifies, balances, 
summarizes, and posts payroll and related data. 

5. Assures accuracy and compliance of preliminary reports/time sheets, 
spreadsheets, and program and fund distribution. 

6. Processes and distributes payroll warrants and W-2 forms. 
7. Accurately interpret District policy, union contracts, California Education Code, 

and Fair Labor Standards Act. 
8. Establishes and maintains an effective working relationship with staff, students, 

parents, and community members. 
9. Prepare and maintain files, records, and a variety of reports related to work 

performed. 
10. Perform other duties as assigned or needed. 
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JOB DESCRIPTION   
 

PERRIS SCHOOL DISTRICT 

 
PAYROLL TECHNICIAN 

 

 

 

Knowledge Of: 
 
Methods, practices, procedures, and operation of manual and computer assisted 

payroll record management systems and budget control; modern office practices, 

procedures, and techniques; organization and planning methods, trends, 

techniques, and practices. 

 
Ability To: 

 
Perform complex and technical payroll functions and budget control; prepare, 

review, and analyze payroll files, records, summaries, reports, and account budget 

control; make complex arithmetical calculations and verify the results; effectively 

and efficiently operate computers and other office equipment, use 10-key 

calculator by touch; exert 10 to 20 pounds of force frequently to lift, carry, push, 

pull or otherwise move objects; sit for long periods of time; understand and carry 

out oral and written directions; establish and maintain cooperative working 

relationships; have good interpersonal skills using tact, diplomacy, and flexibility.  

Comply with District’s customer service standards, as outlined in Board Policy. 

 
Experience: 

 
Three years of experience in payroll operations and/or three years of increasingly 

responsible experience in accounting practices. 

Education: 

Equivalent to the completion of the twelfth grade, preferably supplemented by 

training or coursework in accounting, bookkeeping, business office organization 

and planning, or closely related fields.   

 
License: 

 

A valid and appropriate California Driver’s license with an acceptable driving 
record. 
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