
JOB DESCRIPTION            

PERRIS ELEMENTARY SCHOOL DISTRICT 

PAYROLL PROGRAM SPECIALIST 
              

Brief Description: 

Under the direction of the Director of Fiscal Services, performs specialized and technical 
functions in assembling, calculating, verifying, and preparing school payroll including employee 
salary withholding taxes, social security and Medicare taxes; and fiscally related information and 
data; project estimated withholding for employees. 

Examples of Duties: 

1. Coordinate and perform complex payroll record management and maintain employee 
history files. 

2. Confirm, coordinate, and implement personnel data and information. 

3. Review, evaluate, and update manual and automated time and attendance records. 

4. Post, balance, and verify payroll records for budget control. 

5. Maintain and adjust employee voluntary deductions including deferred compensation, 
tax deferred plans, pension plans, union dues, and direct deposits. 

6. Notify and confirm confidential information regarding unemployment, disability, medical 
leave, workers’ compensation, wage garnishments, union dues, and direct deposit. 

7. Accurately interpret District policy, union contracts, California Education Codes, and Fair 
Labor Standards Act. 

8. Interpret and provide information regarding legal mandates, policies, regulations, and 
operational guidelines to District personnel. 

9. Comply and communicate IRS regulations; effectively communicate and provide 
technical information to comply with County, State, and Federal agencies. 

10. Maintain tax sheltered annuities; prepare monthly vendor reconciliation. 

11. Perform responsible clerical and technical work related to the preparation of the District 
payroll. 

12. Receive and audit District time reports for Classified and Certificated employees. 

13. Prepare and maintain files, records, and a variety of reports related to work performed. 

14. Compose a variety of complex correspondence related to assigned activities. 
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15. Perform other duties as required. 

Qualifications: 

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 micro-
computers, terminals, and other machines and 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 elementary accounting, bookkeeping, business office organization and planning, 
or closely related fields. 

Work Year: 

12 months (247 days) 

Salary Schedule 

Classified Confidential Salary Schedule #202/Row 14 

Payroll Program Specialist (March 2006) 


