George County School District

Job Title: Payroll Specialist

and compliance functions,

Knowledge, Skills & Abilities:
¢ Knowledge of payroll procedures, accounting

Strong attention to detail and accuracy in cal

Ability to interpret salary schedules and Board approvals

Knowledge of employee benefits administration and payroll deductions
Strong mathematical and numerical skills

Ability to multi-task and meet strict deadlines

Excellent organizational and time management skills

Ability to maintain confidentiality of employee financial and personal information
Effective verbal and written communication skills

Ability to explain payroll and benefit procedures to employees

Minimum Qualifications:
® High school diploma required; associate degree in business or related field preferred
Experience in payroll processing preferred
Proficiency in Microsoft Excel, and Word
Ability to operate standard office equipment
Strong data entry and computational skills

Reports To: Chief Financia] Officer
Supervises: N/A

Duties & Responsibilities-

Payroll Processing

Payroll Specialist March 2026




Compliance & Reporting

® Prepare reports for auditers, inciudin
*® Assist with Workers’

e Prepare morithly,
® Confirm year-end

Operational Support

e Maintain em
e Coordinate

ents and employ.
quarterly,
balances

ployee leave records and adjust payroll accordingly

payroll information with Human Resources and schog| secrefaries

 Handle time clock processes and issues
® Set up new banks for direct depasit
@ Set up vendors as necessary

ation information for review by other staff

* Compile bank reconcil
® Perform other related

duties as assigned

Terms of Employment: 240 Days / At Will

g Compensated Absences Report
Compensation audit and regular financial audits
loyment quarterly filings

ment verifications
and annual payroll reports
and perform fisca] Year reorganization

FLSA Status: Non-Exempt

i » and qualifications required of employees to this
job.
Employee’s Printed Name
Employee’s Signature & Date
Supervisor’s Signature & Date
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