
ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT


44811 SIERRA HIGHWAY, LANCASTER CA 93534


POSITION:  PAYROLL TECHNICIAN

CLASS DEFINITION:
Under general supervision completes all payrolls, prepares reports pertaining to payroll and payroll taxes, monitors an employee’s earned time and deductions and performs other duties as assigned.

EXAMPLES OF DUTIES:
Compute wages of employees, enters necessary data on payroll sheets, calculates employee earnings based on time and/or service records; posts data on payroll sheets showing name, earnings, deductions and net pay; keep retirement system records; prepares personnel and service reports; keeps record of absences, vacation, starting and termination dates; verifies employment; has primary responsibility for payroll and payroll data.  Calculates and records payroll tax information, prepares all state and federal tax reports; maintains voluntary deduction screens on HRS and reconciles bills and statements for voluntary deductions and IRC 125 accounts.  Assists with the input of information for IRC 125 deductions; maintains catastrophic leave banks and monitors student workers maximum hours; maintains employees industrial sick and extended leave days.

DESIRABLE QUALIFICATIONS:

Experience:

Two years of financial clerical experience including the operation of bookkeeping and 



calculating machines.

Education:

Completion of twelfth grade, including or supplemented by related courses.

Knowledge of: 
Payroll, bookkeeping, filing, typing, modern office machines.

Ability To: 

Do general clerical work; type, operate calculator, etc.; operate copying machines; understand and follow oral and written directions; establish and maintain cooperative working relationships with others.

PHYSICAL ABILITIES:
Visual ability to read handwritten or typed documents, and the display screen of various office equipment and machines.  Able to conduct verbal conversation.  Able to hear normal range verbal conversation (approximately 60 decibels).  Able to sit, stand, stoop, kneel, bend and walk.  Able to sit for sustained periods of time.  Able to climb slopes, stairs, steps, ramps, and ladders.  Able to lift up to 20 pounds.  Able to carry up to 20 pounds.  Able to exhibit full range of motion for shoulder external rotation and internal rotation.  Able to exhibit full range of motion for shoulder abduction and adduction.  Able to exhibit full range of motion for elbow flexion and extension. Able to exhibit full range of motion for shoulder extension and flexion.  Able to exhibit full range of motion for back lateral flexion.  Able to exhibit full range of motion for hip flexion and extension.  Able to exhibit full range of motion for knee flexion.  Able to operate office machines and equipment in a safe and effective manner.  Able to demonstrate manual dexterity necessary to operate calculator, typewriter, and/or computer keyboard at the required speed and accuracy.

REQUIRED TO:
Hold and maintain a valid California Motor Vehicle Operators License, proper insurance, and a driving record satisfactory to the District.  Pass a required pre-employment physical examination.  Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigation.

SUPERVISION OVER:
None

SUPERVISION FROM:
Administrative Supervisor
SALARY:


Range 35,  Step 01, ($2177.00 per month)

HOURS:


8 hours per day, 12 months per year  

