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PAYROLL COORDINATOR
Reports to:  			Treasurer
Minimum Qualifications:  	High School Diploma/Associate Degree Preferred

Schedule:			260 Day Position – 8 hours per day
				
Job Duties:  
· Processing and Maintaining Accurate Payroll for District 
· Completing all necessary tax reporting 
· Maintain all Employee Attendance Records
· Compliance Officer for all 403b and 457 Plans
· Other Duties as Assigned
Abilities Required:
· Proficient with Excel
· Previous Payroll Experience preferred 
· Experience with insurance benefits preferred
· Detail Oriented, and able to work independently to complete tasks
· Demonstrate professionalism, exhibits a professional attitude, and models appropriate behavior
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