
KCSD/jd Payroll Supervisor 2018  
Page 1 of 3 

 

 
 
 

TTIITTLLEE::    PPaayyrroollll  SSuuppeerrvviissoorr 

RREEQQUUIIRREEMMEENNTTSS::  Approved for employment through an Oregon 
School based fingerprint screening. 

RREEPPOORRTTSS  TTOO::  Director of Business Services 

EEDDUUCCAATTIIOONN::  Bachelor of Science in Accounting, Business or 
related field preferred 

FFLLSSAA  SSttaattuuss::  Exempt 

LLEENNGGTTHH  OOFF  

WWOORRKK  YYEEAARR::  
12 month contract  

EEVVAALLUUAATTIIOONN::  Performance of this job will be evaluated annually in accordance with Klamath County School District policies. 

GGEENNEERRAALL  JJOOBB  

DDEESSCCRRIIPPTTIIOONN:: 
Responsible for the prompt and accurate processing of all payroll-related liabilities, including benefits, in 
adherence with state and federal laws. 

Physical ability to adhere to OSHA and district safety regulations.  Work within the district’s communicable 
disease control plan (blood borne pathogens) and be aware of the existence and potential exposure to 
hazardous chemicals as identified on the MSDS sheets. 

  

MMIINNIIMMUUMM  RREEQQUUIIRREEMMEENNTTSS::    

 Minimum 3 years prior experience with payroll and general ledgers. 

 Ability to respect all confidential information. 

 Ability to perform well under pressure (both time and quantity). 

 Ability to maintain cooperative relationships and effectively communicate both orally and in writing. 

 Ability to work some evening and weekends. 
 

EESSSSEENNTTIIAALL  JJOOBB  RREESSPPOONNSSIIBBIILLIITTIIEESS (Not Necessarily Limited To) 
  

1. Directs all payroll operations. 

2. Directs the preparation of the payroll process and verifies all amounts. 

3. Verifies that all employee data affecting payroll preparation, including fringe benefits for each employee group, 
is accurately recorded in compliance with respective contracts. 

4. Directs the preparation of monthly and quarterly reports and distributes vendor checks to all respective 
agencies (local, state, and federal levels) by their due dates. 

5. Ensures compliance with all monthly, quarterly, and annual report requirements, including Department of 
Education reports. 

6. Attends training as necessary to keep up-to-date with pending changes, including attendance at quarterly 
regional payroll professional meetings. 

7. Assures the District is in compliance with the Affordable Care Act. 

8. Instructs staff in the proper techniques of payroll and the payroll data processing system. 

9. Maintains needed knowledge affecting all fringe benefits and payroll deductions (cafeteria plan, annuities, 
health insurance, retirements, etc.), building relationships with benefit providers. 

10. Directs the maintenance of all records affecting employee pay concerning sick leave, vacation time, 
compensatory time, leave of absence, and other information as required by statute, regulation, or contract. 

11. Assists in the annual budgeting and audit processes. 

12. Responsible for end of year processes including issuance of W-2’s, PERS reconciliations, SAIF audit, and year-end 
reports. 

13. Stays well-informed of changing payroll rules and regulations, assuring the District is in compliance. 

14. Makes recommendations, with administrative approval, concerning new contract language that could affect 
payroll operations. 

15. Solves payroll department personnel needs or when appropriate, refers to district level administrators for 
assistance. 

16. Assigns, supervises, and evaluates payroll responsibilities for subordinates based on work performance, 
aptitudes, and abilities. 

17. Updates Business Services webpage with 403B compliance, standard forms and other relevant information. 
18. Assures documentation of payroll processes is complete and updated as needed. 
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PPHHYYSSIICCAALL  RREEQQUUIIRREEMMEENNTTSS (Mark appropriate box) 
 

LIFTING 

Pounds Never 
Seldom 

1-5% 
Occasionally 

6-33% 
Frequently 

34-66% 
Continuously 

67-100% 

1-10 lbs.    x  

11-20 lbs.   x   

21-50 lbs.  x    

51-75 lbs. x     

76-100 lbs. x     

> 100  lbs. x     

Maximum amount lifted by worker without assistance:   

If required, lifts over ___75__lbs. are performed with two or more people or lift devices. 

 

CARRYING 

Pounds Never 
Seldom 

1-5% 
Occasionally 

6-33% 
Frequently 

34-66% 
Continuously 

67-100% 

1-10 lbs.    x  

11-20 lbs.   x   

21-50 lbs.  x    

51-75 lbs. x     

76-100 lbs. x     

> 100  lbs. x     

Maximum amount carried by worker without assistance:   

If required, carrying over __75___lbs. are performed with two or more people or lift devices. 

 

PUSHING/PULLING FORCE TO BE EXERTED 

Pounds Never 
Seldom 

1-5% 
Occasionally 

6-33% 
Frequently 

34-66% 
Continuously 

67-100% 

1-10 lbs.    x  

11-20 lbs.   x   

21-50 lbs.  x    

51-75 lbs. x     

76-100 lbs. x     

> 100  lbs. x     

Maximum weight of object pushed/pulled by worker:   

Distance: ___300__   Type of Surface: (i.e. level, carpet, tile): ___carpet/tile__________ 

 

ENVIRONMENT (WORK CONDITIONS)* 

Works Inside ___100____% of the time         /            Works Outside __0____% of the 
time. 

Temperature Extremes:    No   

Works on or around moving machinery or mechanical parts:   No   

 *Varies by location and season of the year. 
 

OTHER PHYSICAL DEMANDS 

Activity Never 
Seldom 

1-5% 
Occasionally 

6-33% 
Frequently 

34-66% 
Continuously 

67-100% 

Bend/Stoop    x  

Twist    x  

Crouch/Squat    x  

19. Assures that all payroll records are in compliance with State of Oregon Archive requirements. 

20. Conducts group orientation sessions to educate employees on the benefit selection process. 

21. Performs other duties as may be assigned by Director of Business Services or his/her designee. 

22. Regular attendance is an essential function of this position. 
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Kneel  x    

Crawl x     

Walk-Level Surface    x  

Walk-Uneven Surface   x   

Climb Steps   x   

Climb Ladder  x    

Work at Heights  x    

Reach at or Above 
Shoulder 

   x  

Reach Below Shoulder    x  

Use of Arms    x  

Use of Wrists    x  

Use of Hands    x  

Grasping/Squeezing    x  

Operate Foot Controls  x    

 

ENDURANCE 

Activity Never 
Seldom 

1-5% 
Occasionally 

6-33% 
Frequently 

34-66% 
Continuously 

67-100% 

Total Hours 

At One Time 

Total Hours In 

A Work Day 

Sitting     x 7 8 

Standing    x  .5 8 

Walking    x  .5 8 

Change Positions    x    

 

 
 
 
 

I have read and understand this job description and attest to my ability to perform the essential functions of the position: 
 
________________________________________         __________________________________________          ________________ 
Print Employee Name                                                                                    Employee Signature                                                         Date 
 
Employer Representative (Immediate Supervisor): 
 

________________________________________         __________________     _________________________        ______________ 
Print Name                                                                  Title                                     Signature                                          Date 
 

Prepared by:     Director of Human Resources                
                                    
 
In the event of an on the job injury: 
 

For physician to complete: 

Is this job appropriate?  Yes   No                  Date of Release:   

If not released to regular work at this time, please provide an “ANTICIPATED” DATE:  

 

Physician’s Signature  Date  
 

NNOOTTEE::    This is not necessarily an exhaustive or all-inclusive list of responsibilities, skills, duties, requirements, efforts, functions or working conditions associated with 
the job.  This job description is not a contract of employment or a promise or guarantee of any specific terms or conditions of employment.  The school district may 
add to, modify or delete any aspect of this job (or the position itself) at any time as it deems advisable. 


