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Payroll & Employee Benefits Bookkeeper

DEPARTMENT

Business Office

REPORTS TO

Superintendent

CLASSIFICATION

Classified, Non-Exempt

TERMS OF EMPLOYMENT

240 days per year, including paid holidays in accordance with Board policy
COMPENSATION

Reviewed and established annually by the Board of Education
EVALUATION

Performance of this position will be evaluated by the supervisor in accordance with Board policy.

JOB SUMMARY

Under general supervision, processes the District’'s monthly payroll and administers employee benefit programs
in compliance with District policies, Board of Education policies, Missouri Department of Elementary and
Secondary Education (DESE) requirements, and applicable state and federal laws. Maintains accurate payroll,
benefits, and personnel records and aids employees regarding compensation and benefits while maintaining
confidentiality and professionalism.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Additional duties may be assigned.
Payroll
e Processes accurate payroll in compliance with District policy, Board of Education policy, DESE
regulations, and state and federal laws
Reviews, edits, and verifies payroll records to ensure accuracy of employee compensation
Interfaces timekeeping records for payroll processing
Verifies employee assignments, pay rates, and account codes
Maintains payroll records including deductions, garnishments, and sick leave bank
Maintains vacation, sick leave, and other authorized absence balances
Verifies payroll balances, deductions, and leave records
Processes retroactive pay adjustments as required
Prepares payroll records for W-2 processing and year-end reporting
Updates and initializes employee assignments at the beginning of each fiscal year
Interprets District policy related to final pay upon separation, termination, or retirement
Responds to employee inquiries regarding payroll processing
Generates payroll reports and queries as requested
Employee Benefits
e Administers employee benefit programs including health, dental, vision, life, disability, retirement,
investments, leaves of absence, and employee assistance programs in compliance with DESE
requirements and applicable laws
Enrolls new employees and conducts benefits orientations
Prepares, processes, and maintains benefits-related forms, records, and reports
Explains benefit options and assists employees with claims and carrier communications
Coordinates with insurance carriers, consultants, and vendors
Calculates, verifies, and reconciles monthly insurance premium statements
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Maintains statistical data related to premiums, claims, and costs
Inputs and maintains benefits data in district information systems
Processes tax-sheltered annuities and retirement commencements
Maintains retirement plan history, correspondence, reports, and invoices
o Prepares benefits contribution and compliance reports for District, state, and federal agencies
Compliance, Records, and General Responsibilities
e Maintains accurate payroll and benefits records in accordance with District retention schedules and
DESE requirements
e Ensures confidentiality of personnel, payroll, and benefits information in compliance with District policy
and applicable laws
e Assists with preparation of reports and documentation required for DESE, audits, and other regulatory
reviews
Utilizes District technology systems and follows District data security and acceptable use policies
Attends required training and professional development as directed
Maintains regular attendance
Performs duties in compliance with District requirements and Board of Education policies

SUPERVISORY RESPONSIBILITIES
None

EDUCATION AND/OR EXPERIENCE
e High School Diploma or equivalent required
o Coursework in bookkeeping, accounting, or benefits administration preferred
e Two (2) to four (4) years of experience in payroll, accounting, bookkeeping, or employee benefits
administration
e Equivalent combinations of education and experience may be considered

KNOWLEDGE, SKILLS, AND ABILITIES

o Knowledge of payroll and employee benefits practices and procedures
Knowledge of applicable DESE reporting and compliance requirements
Strong accounting and bookkeeping skills
Ability to work independently with minimal supervision
Ability to prioritize multiple tasks and meet deadlines
Strong written and verbal communication skills
Ability to maintain confidentiality and exercise sound judgment
Ability to establish and maintain effective working relationships
Proficiency with spreadsheets, databases, and payroll systems

PHYSICAL DEMANDS

The physical demands described are representative of those required to perform the essential functions of this
position. Reasonable accommodations may be made in accordance with the Americans with Disabilities Act
(ADA). Duties may include sitting, standing, walking, reaching, and occasional lifting of up to 50 pounds.

WORK ENVIRONMENT
Office setting with a quiet to moderate noise level.
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