POSITION:

OXFORD CITY SCHOOLS
P. 0. BOX 7670
OXFORD, AL 36203

POSITION DESCRIPTION

Payroll Assistant

REPORTS TO: Chief School Financial Officer
QUALIFICATIONS:

PURPOSE:

e High school diploma or equivalent

e Associate or two-year degree in Accounting/Business, preferred

e Two (2) years of experience in bookkeeping, accounting, or payroll; experience in payroll
is preferred.

e Previous successful experience in computerized accounting/payroll systems, preferred

e Good working knowledge of basic office procedures, office technology, and common
office equipment.

e Good public relations skills

e Proficiency in the use of technology, typing, and bookkeeping procedures.

e Ability to meet the suitability criteria for employment and/or certification licensure under
the Alabama Child Protection Act of 1999 and Act No. 2002-457

e Ability to work collaboratively as a team member with large and/or diverse groups.

e Physical strength, mobility, dexterity, stamina, and sensory acuity necessary to perform
assigned job responsibilities.

e Proficiency in oral, written, and electronic communication and the ability to use various
technological devices and software applications.

e Such alternative qualifications to those listed as the board may require.

To assist in preparing, processing, and maintaining accurate payroll records and related
payroll functions

ESSENTIAL FUNCTIONS:

1.
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Demonstrates professionalism through regular attendance, confidentiality, effective
communication, appropriate use of technology, and adherence to district policies

Maintains the security of records and files in accordance with federal, state, and local
record-keeping requirements.

Receipts and records checks received at the Central Office in the accounting software.
Prepares and submits checks for deposit in the absence of the Accounts Payable Clerk.
Provides receptionist coverage during lunch periods and employee absences.

Assists the Payroll Clerk with entering and reviewing monthly payroll.

Assists the Payroll Clerk with new hire meetings.

Completes the employment eligibility verification (E-Verify) process for incoming employees.
Updates employee records, including tax withholding forms, direct deposit information, and
other personnel changes.

Processes and enters payroll data received from local schools and other departments.
Reviews all payroll information for accuracy, including supplemental and remote pay items.
Calculates and enters supplemental payroll amounts as assigned.



13. Processes, reconciles, and remits payroll deductions to the appropriate agencies.

14. Manages unemployment claim documentation.

15. Processes wage garnishments in compliance with applicable regulations.

16. Coordinates employee sick leave transfers.

17.  Assists employees with Employee Self-Service portal access and troubleshooting.

18. Completes employment verification requests.

19. Assists with the processing and distribution of annual payroll-related documents.

20. Tracks hours worked by substitute employees.

21.  Prepares quarterly Fairbanks Medicaid reports.

22. Reports potential problems, unusual events, or work irregularities to appropriate
administrative or supervisory personnel.

23. Responds to inquiries, requests, constructive feedback, and/or concerns in a timely and
positive manner.

24. Maintains and submits reports, records, and correspondence in a timely and accurate
manner.

25. Reports absences and takes leave in accordance with Board policies and procedures.

26. Performs other job-related duties as assigned by the Payroll Clerk, Assistant CSFO, or
CSFO.

EVALUATION

Performance will be evaluated according to board policy.

TERMS OF EMPLOYMENT

SALARY

240 days

Based on the Oxford City School System Salary Schedule
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