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TITLE:
PAYROLL/BENEFITS SECRETARY (Class I)

QUALIFICATIONS:

1. High School diploma with some college or business school education desirable.

2. Minimum of two year’s experience in payroll and benefits required.

3. Excellent computer skills including familiarity with Microsoft Office™ and the ability to operate office machinery including, but not limited to, fax machine and copy machine.

4. Excellent interpersonal and communication skills.

REPORTS TO:


Business Manager/Payroll Supervisor

JOB  GOAL:

To handle all payroll and benefits matters.

PERFORMANCE RESPONSIBILITIES:

1. Process all time and attendance for hourly employees for each payroll.

2. Receive all weekly time sheets for all non-certified employees and record overtime, personal and sick leave and other variations from regular work schedules.

3. Process and post vacation, personal, sick and personal day requests for all staff.

4. Maintain time card files as well as general payroll employee files.

5. Serve as health and life insurance benefits coordinator.

6. Act as coordinator for Worker’s Compensation benefits.

7. Sort, mail and distribute payroll checks.

8. Maintain and oversee all functions of benefits programs for active staff and retirees.

9. Track attendance records for paid and unpaid leaves.

10. Process payroll in the absence of the payroll supervisor.

11. Perform any other job related responsibilities as assigned by the immediate supervisor.

TERMS OF EMPLOYMENT:  Determined by the working agreement between the 

Southington Board of Education and Local 1303-162 of Council 4 AFSCME.  

A twelve-month work year

EVALUATION:  Performance of the job will be evaluated annually by the Business Manager or designee.
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