NEWTON FALLS EXEMPTED VILLAGE SCHOOL
JOB DESCRIPTION

Position:

Assistant to the Treasurer/Payroll

Responsible To:

Treasurer/CFO

Job Objective:

Perform duties that support the effective processing of regular and special  

payroll operations.  Maintain payroll records, prepare variety of reports,   



respond to all inquiries and maintain respect for confidential information.
Minimum Qualifications:
· Associate’s Degree in Accounting or related field and/or equivalent experience.
· A record free of criminal violations that would prohibit public school employment.

· Comply with drug free workplace rules, board policies, and administrative guidelines/procedures.

· Ability to establish working relationship with co-workers and function as part of a cohesive team.

· Experience with governmental accounting/auditing procedures and automated data processing system.

· Consistently dependable and flexible, accept new responsibilities/assignments willingly.

· Ability to follow complex instructions and recognize/correct errors independently while maintaining attention to detail.
· Commitment to keep current with workplace innovations that enhance personal productivity.

· Cross-train with other office staff and assist with unexpected/urgent situations as needed.
· Ability to interact comfortably and confidently with the public and co-workers.
Essential Functions:    (Please be aware the items listed are not in order according to importance)
· Prepare and process regular and special payroll for assigned employee groups ensuring compliance with all contractual and legal requirements.

· Maintain the computerized payroll database including updating employee records and deduction records.

· Prepars/reissue lost or misplaced payroll checks, reissues direct deposit with check when necessary.

· Maintain appropriate documentation files supporting all payroll transactions for each of the payrolls for audit purposes, research inquires and governmental program information.
· Prepare payroll related one-time changes and adjustments as approved by the Board of Education (e.g. retro-payments, incentive payments, sick leave payments, etc.)

· Compile, create and prepare computer documents for making calendar year and fiscal year end balancing efficient.

· Maintain current payroll/personnel files.

· Compile payroll monthly reports for reconciling the payroll bank statement (e.g. federal taxes, state taxes, direct deposits, SERS payments, wire transfers, annuities and school district income tax).

·  Assist the treasurer in compiling information for the GAAP audit.

· Prepare invoices for board approved building use activities.

· Assist the treasurer in the preparation of district reports for the state auditors and the Ohio Department of Education.

· Distribute paychecks/direct deposit confirmation forms as directed.
· Type correspondence, including material of a confidential nature when the need arises.

· Compile a list of payroll records retention for disposal to give to the Treasurer, after being approved by the Board of Education and the Ohio Historical Society items are then gathered and disposed.

· Learn all staff names, titles and building assignments.

· Responsible for School Employees Retirement System (SERS) new, re-hired and terminated employee’s forms, monthly reports, requests for refund applications and fiscal yearend report. 

· Verify authorized employment inquires (e.g. loan applications, job applications, job and family services etc.)

· Responsible for State Teachers Retirement System (STRS) new, re-hired and terminated employee’s forms, monthly reports, request for refund applications and fiscal yearend report.

· Verify substitute cards and time sheets. Calculate gross wages on each for audit purposes.

· Process Job and Family Services report, Worker Compensation report, IRS 941 wage report and assorted quarterly reports.

· Maintain sick leave, personal leave, professional leave, jury duty, bereavement leave, Board approved unpaid leave of absence, Superintendent approved requests for unpaid deduct day, vacation leave and FMLA records. 

· Balance and prepare employees W-2 forms, to be printed by NEOMIN.
· Prepare June salary notices and detail salary notices sent with first new payroll of every year.  Detail notices include salary information, tax information, deduction information, insurance information and cost paid by the Board of Education.

· Responsible for deductions from payroll checks (e.g. health insurance premiums, union dues, cancer insurance, annuities, united way, retirements, Medicare, federal , state and assorted city taxes, IRA deductions, extra life insurance premiums and cope fund).

· Responsible for maintaining personal leave incentive for employees with over 200 sick leave days.

· Answer a variety of requests and questions from building principals, administrative assistants, certified and classified staff members, students and the public.

· Maintain a professional appearance, wears work attire appropriate for the position.
· Perform other specific job related duties as directed by the Treasurer/CFO .

Additional Working Conditions:
· Exposure to blood-borne pathogens and communicable diseases.

· Occasional interactions among unruly individuals and/or children.

· Exposure to adverse weather conditions and seasonal temperature extremes.

· Traveling to quarterly payroll meetings, payroll software updates for computer system and payroll reporting updates.

· Using a computer keyboard and monitor for prolonged periods .

· Lifting, carrying and moving work-related supplies/equipment.

· Interruption of duties by new substitutes, students, public visitors, staff and/or telephone.

This job description is subject to change and in no matter states or implies that these are the only duties and responsibilities to be performed by the position incumbent.  The incumbent will be required to follow the instruction and perform the duties required by the Treasurer/CFO, appointing authority or designee.
The Newton Falls Exempted Village School District Board of Education is an equal opportunity employer offering employment without regard to race, color, religion, sex, national origin, age or disability.  The Board requires that employees comply with the statutory responsibilities cited in the Ohio Revised Code, the rules and regulations of the Ohio Department of Education, and all Local and Federal mandates.
____________________________________


_____________________________

Superintendent or designee




Date

My signature below signifies that I have reviewed the contents of my job description and that I am aware of the requirements of my position.

_____________________________________


______________________________

Signature






Date

Adoption date: July 15, 2010
