
 

 

 

 

 

NORTH COUNTY JOINT UNION SCHOOL DISTRICT 

500 Spring Grove Road 

Hollister, CA  95023 
 

   CLASSIFIED/CONFIDENTIAL POSITION 

 

JOB TITLE:     Accounts/Payroll Specialist  
 

SALARY RANGE:  26 

 

DEFINITION/BASIC FUNCTIONS:   Performs accounting functions related to accounts payable, 

accounts receivable, payroll,  attendance, purchasing, cafeteria accounts, and inventory control;  

receptionist for District Office, and provides support to Manager, Fiscal Services. Other related work as 

required. 

 

DIRECTLY RESPONSIBLE TO:  Manager, Fiscal Services 

 

EXAMPLES OF DUTIES/ESSENTIAL FUNCTIONS:  

1. Gathers, assembles, tabulates, checks, codes and files financial and statistical data on accounts 

payable 

2. Prepares 1099 wage reports on contract personnel and forwards to Federal/State agencies 

3. Generates and reconciles accounts payables and receivables 

4. Verifies receipts of goods and/or services prior to processing payment to authorized vendors 

5. Reconciles the District revolving bank account on  a monthly basis 

6. Processes District invoices on a weekly basis 

7. Records all checks/cash received by the District  

8. Prepares bimonthly District deposits for submission to the San Benito County Treasurer 

9. Prepares warrant list for monthly Board of Trustees meeting 

10. Monitors retiree benefit payments 

11. Prepares, processes, verifies, maintains and balances all District payroll records on all employees 

including salary, authorized deductions and fixed changes 

12. Prepares, reviews, processes and inputs payroll pay adjustments, stipends and vouchers 

13. Prepares vouchers on all hourly paid employees 

14. Maintains permanent and substitute payroll records for all District employees 

15. Calculates payroll adjustments for various personnel actions and makes all necessary changes 

within the District financial system including benefit entries, voluntary deductions, payroll tax,  

vacation payoffs, deferred pay, direct deposit, etc 

16. Provides payroll information to Workers Compensation and other insurance carriers of the district 

17. Prepares quarterly unemployment report 

18. Prepares monthly medical, dental, vision and other deduction billings. Audits and verifies billings 

for all employee benefits, insurance and annuities 

19. Audits payroll for correct coding 

20. Analyzes and audits computation of hours, rates of pay and verifies payroll totals 

21. Retrieves District warrants from San Benito County Office of Education 

22. Sorts and distributes payroll ensuring receipt on or before prescribed deadlines 

23. Maintains District files as related to payroll information 

24. Calculates federal and state taxes, retirement, social security, etc. for employees 
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25. Verifies, calculates and submits P-1, P-2 and annual attendance reporting as required by the state  

26. Provides attendance reporting to the Board of Trustees 

27. Processes purchase requisitions for purchase of materials, supplies and equipment, determines 

sources of supply and negotiates with vendors to obtain an advantageous purchase price and 

delivery date 

28. Processes District returns 

29. Processes all deliveries during non student days 

30. Assists in the development of purchasing policies and procedures 

31. Initiates notification to appropriate personnel to maintain an accurate inventory of District 

equipment (fixed assets) 

32. Verifies daily cafeteria receipts as submitted by the cafeteria staff 

33. Maintains District inventory related to the cafeteria program 

34. Prepares and submits cafeteria reimbursements on a monthly basis for the State and Federal Meal 

programs 

35. Acts as a back up to the cafeteria program as needed 

36. Reconciles cafeteria bank account and processes District reimbursement for goods and services 

on a monthly basis 

37. Prepares Pre-K packets for registration and handles Pre K tuition and deposit 

38. Administers the child nutrition software program for the District 

39. Operates multiline telephone system and directs calls to appropriate office or person 

40. Greets the public and school personnel and directs them to proper office or personnel  

41. Organizes and maintains reception area 

42. Maintains Special Education Service Log 

43. Administers the use of the facilities calendar 

44. Distributes District information including job announcements and answers questions regarding 

District programs/procedures 

45. Performs a variety of general office duties including receiving and distributing mail and ordering 

and maintaining District office supplies 

46. Monitors teacher copying and spending account balances 

47. Receives workers’ compensation claims and maintains and processes claims according to District 

procedures 

48. Posts District employee absences on a monthly basis 

49. Backs up School Office 

50. Responsible for all copy machine service calls, maintenance, and supplies 

51. Handles vending machines 

  

Required Qualifications:                                                

1. Knowledge of basic principles, methods and practices of statistics, bookkeeping and financial 

record keeping; accounting methods and requirements as related to payroll tax deductions and 

public school payroll systems 

2. Operation of computers and standard office machines; proper English usage, grammar, 

punctuation and spelling 

  
Training, Experience and Educational Requirements: 

1. High school graduate or equivalent 

2. Any combination of experience and training which would indicate possession of the knowledge, 

skills, and abilities listed herein 

3. A minimum of two years of general payroll/accounting experience, including work with 

bookkeeping, financial, statistical and payroll systems or similar duties regarding use of 

mathematics and accurate record keeping 

4. Knowledge of current Microsoft Office software is highly desirable 
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Physical Demands of Positions: 

 The following essential physical requirements: 1.  Seldom 

           2. Occasional 

           3. Often 

           4. Frequent   

 

1. Ability to stand, sit, walk, twist, stoop, crouch, climb, kneel, bend over, grasp, reach 

overhead, push and pull (4) 

2. Ability to see for the purposes of reading computer screens, hand held computers or cell 

phone screen, manuals, labels and other printed matter (4) 

3. Ability to hear and understand speech at normal levels (4) 

4. Ability to communicate so others will be able to clearly understand normal conversation 

(4) 

5. Ability to lift 25 pounds (2) 

6. Ability to carry 25 pounds (2) 

7. Ability to operate office equipment (4) 

8. Ability to reach in all directions (4) 

9. Ability to perform fine motor coordination (4) 

 

Work Environment 

1. Mostly inside office but some working around school grounds 

2. School environment 

3. Work under pressure of deadlines and time constraints 

4. Maintain emotional control under stress 

5. Ability to cover other work stations 

6. Ability to deal with interruptions 

 

Work Hazards 

1. Subject to exposure to communicable or infectious diseases 

 

Daily Service 8 hours per day; 261 days per year 
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