
CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTIONS 

 
Position:   Payroll Clerk 
 
Supervisor:   Supervisor of Accounting Services 
 
General Job Description:  To assist the Chief Financial Officer and Supervisor of Accounting Services in  
    the management of financial matters of the school district. 
 
Essential Duties and Responsibilities: 
 

1. Work cooperatively with colleagues, supervisors, and administrators. 
2. Demonstrate ethical behavior 
3. Engage in self-development. 
4. Follow district policies and administrative rules and regulations. 
5. Maintain behavior appropriate to performing and accomplishing assigned duties. 
6. Project an over-all concern for personal appearance as it relates to job performance. 
7. Demonstrate foresight, examine issues and take initiatives to improve the quality of education in 

the community. 
8. Embrace and encourage the acceptance of diversity. 
9. Use effective people skills to communicate. 
10. Provide and maintain an environment where optimal student growth can take place. 
11. Demonstrate instructional leadership. 
12. Demonstrate an understanding of the dynamics of the educational organization. 
13. Make contract changes within the same job class. 
14. Re-calculate contracts due to unpaid PTO, FMLA leave, and mid year raises. 
15. Balance current Payroll against prior payroll to ensure appropriate people are being paid. 
16. Balance retirement, retiree healthcare, and workers compensation. 
17. Run payroll reports for Benefits Clerk for balancing purposes. 
18. Run payroll, print checks, and create ACH file. 
19. Send ACH file to bank. 
20. Run Accounts Payable checks for benefit and deduction payments. 
21. Call in 941 Tax deposit. 
22. Run encumbrance reports. 
23. Calculate, pay, and file garnishments with appropriate agencies. 
24. Run accrual for sick and vacation days. 
25. Set up annuities for employees.  Get with NPA to have them processed and enter them in 

Skyward. 
26. Prepare wire to pay annuities. 
27. Roll leave at year end. 
28. Close fiscal and calendar years in the payroll module. 
29. Process sick bank donations. 
30. Verify contracts to Skyward to ensure accuracy. 
31. Audit time cards to verify adherence to policies. 

 
Additional Duties and Responsibilities: 
 

1. Contribute to the welfare and effectiveness of the administration office by adhering to high ethical 
standards of performance and interpersonal relationships. 

2. Perform tasks of Assistant Payroll Clerk as needed. 
3. Other tasks as may be deemed appropriate and necessary by the immediate supervisor and/or the 

Superintendent. 
 
 



Qualifications: 
 
1. Some course work in business administration with emphasis in accounting. 
2. Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable. 
3. Demonstrated knowledge of general banking procedures. 

 
Physical Requirements: 
 
 Sitting, standing, lifting and carrying up to 50 pounds, reaching, climbing, squatting, kneeling, fingering or  
 otherwise working with fingers, and moving light furniture may be required. 
 
Safety and Health: 
 

Knowledge of universal hygiene precautions. 
 
Equipment/Material Handled: 
 
 Must know how to properly operate, or be willing to learn to operate, all multimedia equipment including  
 current technology. 
 
Work Environment: 
 
 The employee must be able to work within various degrees of noise, temperature, and air quality.   
 Interruptions of work are routine.  Interruptions of work are routine.  The employee must be alert and able  
 to meet deadlines.  Flexibility and patience are required.  The employee must be self-motivated and able to  
 complete job assignment without direct supervision.  After hours work may be required.  The employee  
 must be able to get along with co-workers and supervisors. The employee must be able to work under  
 stressful conditions and for long periods of time. 
 
Terms of Employment: 
 
 Salary and work year is to be established by the Board. 
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