
Lenoir City Schools 
Job Description 

 
Position Title:   Payroll Specialist 

Reports To:      Business Manager 

Job Goal:   To ensure the smooth and efficient operation of the school system. 

Term of Employment:  12 Months 

 

 

Responsibilities: (Include but are not limited to) 

 Know and follow all school board policies. 

 Maintains confidentiality. 

 Perform any and all other duties assigned by the Business Manager. 

 Ensure that all duties are completed in an accurate and timely manner. 

 Effectively use google docs to complete daily functions when needed. 

 Acts in a professional, respectful, and welcoming manner at all times. 

 Creates a customer-focused climate and provides quality services and support to schools and 

other stakeholders. 

 Ensures compliance with all applicable codes, laws, rules, regulations, standards, policies, and 

procedures; initiates any actions necessary to correct deviations or violations. 

 Processes a variety of documentation associated with department operations, within designated 

time frames, and per established procedures. 

 Performs customer service functions for employees, managers, or other individuals; answers 

telephone calls and greets visitors; provides information and assistance regarding payroll 

information, procedures, forms, timetables, or other issues; responds to routine 

questions/complaints, researches problems, and initiates problem resolution. 

 Receives and sorts timesheets; completes checklist to verify receipt of all timesheets; follows up 

on missing timesheets as needed; reviews time sheets for accuracy, proper account, supervisor 

signature, hourly wages, the total amount paid, correct time period, or other data. 

 Performs a variety of general accounting/bookkeeping functions, such as calculating data, 

keying financial data, balancing/reconciling spreadsheets/reports, researching financial 

discrepancies, correcting data errors, maintaining financial records, generating reports. 

 Enter, retrieve, review or modify data; verifies the accuracy of entered data and makes 

corrections; utilizes word processing, spreadsheet, database, payroll, financial, email, Internet, 

or other software programs. 

 Maintains file system of department files/records, including timesheets, payroll documents, 

reports, and related documentation; prepares and sets up files; reviews, sorts and organizes 

documents to be filed; files documents in designated order; retrieves/replaces files; 

stores/disposes of obsolete records per records retention guidelines. 



 Prepares or completes various forms, reports, correspondence, lists, fund analyses, payroll 

schedules, absence sheets, worksheet overrides, payroll checks, payroll reports, payment 

vouchers, budget reports, tax forms/reports, tables, spreadsheets, or other documents. 

 Researches situations involving excessive hours, supplemental pay, sick leave, on-the-job 

injuries, or leave of absence; ensures availability of adequate sick time or leave time, and 

monitors low balances; researches discrepancies or missing information. 

 Reviews status forms, extended contract sheets, personnel action forms, benefit forms, tax 

forms, earned income forms, garnishment orders, or other documents to process pay changes, 

retroactive pay, deduction changes, new employees, terminations, or other actions; set up new 

employee records; calculate salary adjustments, retroactive pay, leave pay, final pay for 

terminations, taxes for manual checks, and other payment data. 

 Processes payroll deductions for employee medical/life insurances, tax shelter annuities, court-

ordered garnishments, student loan garnishments, wage earners, union dues, federal tax levies, 

credit unions, or other deductions; researches/correct errors or problems involving deductions. 

 Performs data entry; keys changes, exceptions, or other payroll data into computer system; 

verifies the accuracy of entered data and makes corrections; reconciles entered payroll data 

with payroll edit reports; generates final edit reports. 

 Prepares paperwork to void erroneous paychecks and stop payments on paychecks and 

forwards to appropriate payroll personnel; processes necessary documentation and computer 

data entry to record manual check data. 

 Communicates through the proper channels to keep supervisor and other appropriate personnel 

informed of impending problems or events of unusual nature. 

 Provide the information requested by auditors or project monitors. 

 Complete end-of-year w-2 for all employees. 

 Other duties as assigned. 

 

 

Qualifications: 

 High School diploma or G.E.D. 

 Ability to interpret policies as related to job functions. 

 Knowledge of software packages used by the school system. 

 Possess good oral and written communication skills. 

 Ability to do mathematical calculations needed to perform job duties. 

 Competency in use of business machines. 

 Ability to establish and maintain an effective working relationship with the public and other 

employees. 

 Ability to perform any physical duties associated with this position (e.g., lifting up to 50 pounds 

on a regular basis, sitting for long periods of time, walking, seeing, standing for extended 

periods of time, etc.). 


