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Payroll Assistant



Job Description

FLSA: Non-exempt
Effective January 1, 2011

Grade: 13    
Summary of Duties 
Primary Duties

Entering and verifying payroll data within a computerized payroll system, communicating with the university community regarding payroll questions, assisting payroll manager with special projects and routine clerical duties.
	Requirements and Job Specifications


	Minimum Education Required

High school graduate or equivalent with one year post-secondary education required.
Minimum Experience Required

Four years of bookkeeping preparation and/or reporting required; some payroll experience preferred.  Additional related education and work experience may be exchanged year-for-year to meet requirements.
Skills Required
Detail oriented, able to complete tasks with accuracy in a timely and efficient manner within specified deadlines.  
	Minimum Specialized Training Required

Microcomputer, filing and calculators.
Minimum Typing Speed Required

N/A
Physical Ability Required

Normal for office environment.
Working Conditions and Work Hours
Normal working hours.
Supervision of others – Job title of those supervised

N/A


	Requirements & responsibilities unique in individual work unit(s)

	
	


The information on this document is intended to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.
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