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JOB DESCRIPTION 
 

JOB TITLE: Account Auditor/Payroll/ Retirement 
Report Identification Code: icaasp 

Job Purpose Statement/s: The job of "Account Auditor/Payroll/Retirement" is done for the purpose/s of advising 
employees of disability and/or retirement options; updating information, authorizing final action and complying with 
accounting requirements.  
 
Essential Job Functions:  

 Advises employees of disability and/or retirement options for the purpose of providing information for their 
action.  
 

 Coordinates development of payroll reports and work schedules for the purpose of meeting deadlines and 
complying with district, state and federal guidelines. 
 

 Implements reporting procedures and internal controls for the purpose of maintaining accurate records.  
 

 Informs personnel regarding various procedures (e.g. lost checks) and program requirements for the purpose 
of providing necessary information for making decisions, taking appropriate action and/or complying with 
established fiscal guidelines.  
 

 Maintains various fiscal information, files and records (e.g. journal entries, PERS, STRS payroll etc.) for the 
purpose of providing an up-to-date reference and audit trail for compliance.  
 

 Monitors fund balances of assigned programs and related financial activity for the purpose of ensuring that 
payroll and allocations are accurate and within budget limits and/or fiscal practices are followed.  
 

 Orients districts' payroll personnel to current procedures for the purpose of ensuring accuracy in payroll 
processing.  
 

 Prepares documentation (e.g. reports, schedules, correspondence, etc.) for the purpose of providing written 
support and/or conveying information. 
 

 Processes various payroll and retirement information for the purpose of updating information, authorizing 
final action and complying with accounting requirements.  
 

 Reconciles account balances to school district payroll for the purpose of maintaining accurate account 
balances and complying with related policies, practices and/or regulations.  
 

 Researches discrepancies of financial information and/or documentation (e.g. payroll information, employee 
changes, etc.) for the purpose of ensuring accuracy and adherence to procedures prior to processing for action.  
 

 Substitutes for districts' payroll personnel for the purpose of providing temporary coverage at district offices. 
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Other Job Functions:  

Assists other personnel as may be required for the purpose of supporting them in the completion of their work 
activities. 

Attends meetings for the purpose of conveying and/or receiving information on personnel services.  
 
Job Requirements-Qualifications:  
 
Experience Required: Prior job related experience in accounting, financial or statistical records maintenance.  
 
Skills, Knowledge and/or Abilities Required:  
Skills to use standard office equipment including software applications appropriate to assignment; maintain records; use 
English in both written and verbal form; use standard accounting policies, practices and procedures.  
 
Knowledge of math at a level to add, subtract, multiply and divide including fractions and percents; of language at a level 
to read safety rules, instructions, procedures, etc. and/or writes reports and/or speaks before audience; to reason at a level 
to apply principles of logical or scientific thinking to solve practical problems and/or interpret a variety of finished 
instructions.  
 
Abilities to sit for prolonged periods; to deal with people beyond receiving work and instructions; to make judgments and 
decisions; to perform a variety of duties involving frequent changes of task, aptitudes, techniques, procedures etc; to work 
under specific instructions with little room for independent action. Significant physical abilities include 
reaching/handling/fingering, talking/hearing, near visual acuity/visual accommodation.  
 
Education Required: High School Diploma or equivalent. 
 
 Licenses, Certifications, Bonding, and/or Testing Required: Tuberculosis Screening, Criminal Justice Fingerprint 
Clearance. 

 


