
  
 

Job Title: HR/Payroll Assistant Wage/Hour Status: $15.50-$17.00 ($29,000 -     
$31,000)  

      Non-Exempt 

Reports To: HR/Business Manager Job Length: 12 months 

Dept. /School:  HR Dept/District Office 

 

Date Revised: November 2021 

 
Primary Purpose: Provide support for daily human resource and payroll operations. Handle routine HR and payroll 
inquiries and provide responsive and knowledgeable assistance to employees. 
 
Qualifications: 

Education/Certification: 
High school diploma or Equivalent 
Special Knowledge/Skills: 
Ability to process and handle confidential information with discretion always is a must. 
Knowledge of Skyward Accounting and Employee Software (preferred) 
Knowledge of basic accounting procedures 
Ability to use personal computer and software to develop spreadsheets, and for word processing 
Proficiency in use of 10 key and office machines 
Effective organization and multitasking skills required 
Understand complex, multi-step written and oral instructions.   

Experience: 
One year accounting experience at clerical level (school setting preferred) 
Two years of payroll processing experience (school setting preferred) 
School/charter school clerical experience (preferred) 

Major Responsibilities and Duties 
*Assist with coordination of recruitment and hiring processes via online platform. 
*Assist in coordinating and maintaining all on-boarding paperwork via online platform. 
*Keep up to date on labor law and best practices. 
*Assist with oversight of timesheets and miscellaneous payroll functions related to timekeeping. 
*Assist with maintenance of electronic and paper personnel files. 
*Participate in the creation of inter-office and district wide training materials. 
*Investigate and respond to routine HR inquiries to ensure a high level of service and responsive, 
knowledgeable support for employees and their supervisors. Explain HR policies and practices to 
employees as appropriate. 
*Assists with requesting account activation and set up for new employees. 
*Track certification, testing, and permit status and follow-up with employees to ensure completion of 
certification requirements withing established timelines. Process SBEC permit applications and monitor 
permit status. 
*Complete requested verification of employment requests. 
* Assist with FMLA and Worker’s Compensation claims 
*Prepare correspondence, forms, and reports according to district standards and requirements. 
*Cooperate with other staff members and communicate effectively to contribute to the overall effectiveness 
of the HR and Business Office. 
*Perform other duties as assigned. 

Supervisory Responsibilities: 
None 

Equipment Used: 
Computers, printers, calculator, phones 

Working Conditions (Mental Demands/Physical Demands/Environmental Factors) 
Maintain emotional control under stress; Work with frequent interruptions. Continuous sitting. Prolonged use of 
computer 
 
NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job 
and are not an exhaustive list of all responsibilities, duties, or skills that may be require 


