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GODDARD USD 265 
CLASSIFIED JOB DESCRIPTION 

 
POSITION: Payroll Clerk II 
 
RESPONSIBLE TO: Assistant Superintendent / Finance  
  
EVALUATED BY: Assistant Superintendent / Finance  
 
TERMS OF EMPLOYMENT: Classified Position 
 Hourly rate of pay 
 
PURPOSE OF POSITION: To prepare the payroll for the Goddard Public 

Schools, Unified School District No. 265.  
The Payroll Clerk II provides office and 
clerical support to assist with the efficient 
operation of the school district.  To 
accomplish these tasks, the Payroll Clerk II 
works closely with the staff and 
administration at Goddard Public Schools, 
Unified School District No. 265. 

 
ESSENTIAL DUTIES: 
 

1. Assist in maintaining financial records to ensure efficient operation of the school 
district.  

2. Assist in preparing and administering the annual budget to ensure efficient 
operation of the school district. 

3. Provide office and clerical support to assist the efficient operation of the school 
district. 

4. Appropriately operate all machines and equipment as required. 
5. Ensure that all activities conform to district guidelines. 
6. Communicate effectively with members of the school district and community. 
7. React to change productively and handle other tasks as assigned. 
8. Support the value of an education. 
9. Support the philosophy and mission of Goddard Public Schools, Unified School 

District No. 265. 
 
GENERAL RESPONSIBILITIES:  
 

1. Determine gross and net payroll amounts, taxes, and withholdings.  Prepare various 
reports relating to employment and/or earnings.  Submit all applicable taxes owed 
to appropriate agencies. 

2. Keep a record of all warrants and warrant checks issued showing the number, date 
and amount thereof, on what fund drawn, and the name of the person or party to 
whom the same is made payable. 
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3. Answer questions regarding earnings, adjustments, charges, working days, 
withholding tax, Social Security, KPERS, and other items relating to payroll 
regulations. 

4. Maintain an orderly filing system. 
5. Observe district policies at all times. 
6. Keep abreast of new information, innovative ideas and techniques. 
7. Adhere to all district health and safety policies, including all precautions of the 

Blood borne Pathogens Exposure Control Plan. 
8. Other duties as assigned by the Assistant Superintendent / Finance. 
9. A classified employee may be transferred at any time to any job which he/she is 

qualified to perform and when the transfer is deemed to be in the best interest of the 
district. 

 
BASIC DUTIES: 
 

1. Will be responsible for the processing of new employees. 
2. Will be responsible for maintaining health insurance. 
3. Will be responsible for employee retirement plans, including; Tax Sheltered 

Annuities, 403(b) Plans, etc. 
4. Will be responsible for determining gross and net payroll amounts, taxes, and 

withholdings. 
5. Will be responsible for positive pay, transferring funds, and direct deposit of 

payroll. 
6. Will serve as the KPERS Designated Agent. 
7. Will deposit and file all Federal and State Tax Reports. 
8. Will be responsible for reconciling the payroll checking account. 
9. Will be the system administrator for time and attendance and the payroll portion of 

the financial software. 
10. Will be responsible for adding new employees to time and attendance. 
11. Will assist in maintaining classified leave. 

 
REQUIRED QUALIFICATIONS: 
 

1. High school diploma or its equivalent. 
2. Payroll experience. 
3. Demonstrated typing and filing skills.  
4. Experience in using various computers and computer programs. 
5. Present and maintain in the Administrative Office that which is required by federal, 

state, and local laws.  Examples are Health and Inoculation Certificate, Oath of 
Office, W-4 Form, KPERS Enrollment or Transfer Form, I-9 Form, copy of Social 
Security Card, etc. 

6. Desire to continue career improvement. 
 

ATTENDANCE REQUIREMENTS: 
 

A forty (40) hour workweek will be required.  Sick leave, personal leave, and vacation 
leave allowances are included in the district policy. 
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PHYSICAL REQUIREMENTS / ENVIRONMENTAL CONDITIONS: 
 

1. Manages all job duties with the mobility, agility, dexterity, and focused observation 
it takes to meet standards of performance. 

2. Moderate environmental conditions and noise levels. 
3. Requires prolonged periods of sitting. 
 

PERFORMANCE STANDARDS / EVALUATION: 
 

1. Must support district mission, goals and objectives. 
2. Must meet standards in a time sensitive manner as determined by Assistant 

Superintendent / Finance. 
3. Must demonstrate language arts and communication skills; sentence structure, 

spelling, punctuation, speaking, and the ability to handle routine and sensitive 
correspondence and communications. 

4. Must perform essential functions with or without reasonable accommodations. 
5. Must meet all safety requirements as directed by the district. 
6. A performance evaluation will be conducted according to district policy by the 

employee’s supervisor or designee. 
 

 
I understand the job description that I have just read and can comply fully with all 
requirements. 

 
 
 
_____________________________________________ _______/_______/_______ 
  Employees Signature                     Date 
 

_____________________________________________ _______/_______/_______ 
 Assistant Superintendent / Finance Signature                     Date 


