
 

 
POSITION DESCRIPTION 

Executive Assistant - Payroll 
 

SECTION I:  GENERAL INFORMATION 
 

Position Title: 
Executive Assistant - Payroll 

Department: 
Human Resources 

Immediate Supervisor’s Position Title: 
Payroll/HRIS Supervisor 

FLSA Status 
Non-Exempt 

Pay Grade Assignment:  Bargaining Unit: 
Clerical Unit 

General Summary of Purpose Of Job: 
Under administrative direction, the Executive Assistant - Payroll provides crucial, high-level administrative 
support while directly managing the accurate and timely execution of the district's comprehensive payroll 
operations. This role involves the meticulous processing of bi-weekly payrolls, detailed financial data 
management, reconciliation of information, and the completion of essential tax filings and liability payments. As a 
trusted point of contact, the Executive Assistant - Payroll supports employee inquiries, maintains absolute 
confidentiality, and ensures strict adherence to all financial regulations, demanding exceptional precision, strong 
independent problem-solving skills, and the ability to thrive under pressure with critical deadlines. 

 
SECTION II: ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

Duty 
No. 

Essential Duties: (These duties are a representative sample; position assignments may vary.) 

1. Process the bi-weekly payroll cycle, including tracking and reviewing electronic timesheets, and sending 
reminders for unsubmitted or incorrect entries. 

2. Prepare semi-monthly payrolls by validating data, identifying discrepancies, and making necessary corrections 
and adjustments for precise employee compensation. 

3. Research and respond to payroll-related inquiries from District staff concerning pay, deductions, benefits, time 
off, and tax implications. 

4. Handle all confidential payroll and employee data with discretion, adhering strictly to privacy regulations and 
District policy. 

5. Apply federal, state, and local tax regulations and retirement system implications to District benefits, employee 
deductions, and various compensation types to ensure accurate withholding and reporting. 

6. Complete employment verifications by accurately responding to external inquiries via phone and written requests, 
and maintaining detailed records. 

7. Maintain and update employee time off allocations (e.g., sick, vacation, personal leave) within the payroll system, 
reconciling balances for correct accruals and usage, and entering leave without pay (LWOP) transactions. 

8. Maintain the payroll database and employee records through ongoing data validation, auditing, and timely entry 
of all employee changes (e.g., W-4s, bank/direct deposit, new employee files, PERA/TRA exclusion lists). 

9. Run reports and initiate payments for all payroll-related liabilities, including Federal and State taxes, PERA, 
TRA, HRA, FLEX, 403(b)/TSA, Severances, Union Dues, Child Support, Levies, and other garnishments. 

10. Process all types of compensation inputs, including paper invoices for W-2 employees, and preparing/uploading 
lists for curriculum, overloads, and co-curricular stipends. 



 

11. Perform thorough payroll reconciliations, including Frontline/Skyward time off comparisons, and update 941 tax 
information on reconciliation spreadsheets. 

12. Manage extra payroll runs as needed for missed paychecks, retro pay after new contracts are finalized, and 
summer contract payoffs, including handling returned payments and processing Void and Reissue payrolls. 

13. Prepare and submit all required quarterly and annual tax and wage reports (e.g., Federal 941, MN Unemployment, 
MN State Tax Withholding), including preparing, mailing, and submitting annual W-2s to relevant agencies. 

14. Complete the Annual Employment Census and update tax-exempt employee status annually. 

15 Provide backup support for other positions within the Payroll Department and perform other related duties as 
assigned 

 
SECTION III: WORK REQUIREMENTS AND CHARACTERISTICS 

 

EDUCATION/EXPERIENCE REQUIREMENTS: Minimum education and experience required to perform 
adequately in position could reasonably be attained only by completing the following: 

X High school diploma or GED. 

 Degree Required: 

X Required Work Experience in Addition to Formal Education/Training:   
Minimum five (5) years of progressively responsible experience in payroll processing, financial data 
management, or a closely related business support role is preferred, OR a combination of education and 
experience totaling (6) years. 

 Required Supervisory Experience: 

 
PREFERRED EDUCATION/EXPERIENCE REQUIREMENTS:  

• Minimum two (2) year college degree preferred.  Related coursework preferred. 
• Experience in coordinating projects, logistics, and training events. 
• Experience in school district setting preferred. 

 
LICENSE/CERTIFICATION: (Identify licenses/certification required upon hiring: 

None required. 

 
 

ESSENTIAL KNOWLEDGE, SKILLS AND ABILITIES REQUIRED TO PERFORM THE WORK 
Knowledge 
• Working knowledge of union contracts and their direct impact on payroll processing, including wages, benefits, 

and deductions 
• Good understanding of District policies, regulations, procedures, and processes relevant to payroll operations. 
• Working knowledge of applicable federal, state, and local tax regulations (e.g., W-2, Federal 941), retirement 

implications, and other payroll-related compliance requirements (e.g., garnishments, child support, levies). 
• Familiarity with District budgeting, payroll processing, bookkeeping, and basic accounting principles. 
• Competency in modern office methods, practices, and procedures, including personal computer operations and 

various software applications. 
• Good grasp of customer service principles and best practices in a financial support context.  
Skills 
• Strong attention to detail and accuracy in data entry, calculations, reporting, and reconciliation tasks. 
• Ability to identify and resolve routine payroll discrepancies and issues. 



 

• Good verbal and written communication skills, with the ability to clearly convey payroll information to District 
staff. 

• Skilled in organizing and prioritizing a workload, managing multiple tasks, and meeting deadlines. 
• Proficient with computerized payroll and HR/financial software systems (e.g., Skyward, Frontline, or similar 

platforms) for data entry and basic reporting. 
• Proficient data entry skills, including 10-key and keyboarding. 
• Competent mathematical skills 
• Proficient in utilizing standard software applications (e.g., Microsoft Excel, Word) for document creation, data 

management, and reporting.  
Abilities 
• Perform calculations (add, subtract, multiply, divide, percentages) accurately. 
• Work with minimal supervision and manage a consistent, time-sensitive workload. 
• Communicate clearly and concisely. 
• Identify and assist in resolving routine issues. 
• Maintain a high level of accuracy and attention to detail. 
• Learn and adapt to new technologies and processes. 
• Uphold strict confidentiality and exercise discretion with sensitive information. 
• Apply common sense understanding to carry out instructions furnished in written or oral form. 
• Deal with routine problems in standardized situations. 
• Develop and maintain effective working relationships. 

 

PHYSICAL REQUIREMENTS:  Indicate according to the requirements of the essential duties/responsibilities 
Employee is required to: Never 1-33% 

Occasionally 
34-66% 

Frequently 
66-100% Continuously 

Stand  √ √  
Walk   √  

Sit   √  
Use hands dexterously (use fingers to handle, 

feel) 
   √ 

Reach with hands and arms   √  
Climb or balance √    

Stoop/kneel/crouch or crawl  √   
Talk and hear    √ 

Taste and smell √    
Lift & Carry:                                 Up to 10 lbs.   √  

Up to 25 lbs.  √   
Up to 50 lbs. √    

Up to 100 lbs. √    
More than 100 lbs. √    

Vision Requirements: Yes No   
No special vision requirements  √    

Close Vision (20 in. of less)  √   
Distance Vision (20 ft. of more)  √   

Color Vision   √   
Depth Perception  √   
Peripheral Vision  √   

General Environmental Conditions: 
Work is performed under normal office conditions and there are minimal environmental risks or disagreeable conditions associated 
with the work.  The typical noise level is considered to be moderate. 
General Physical Conditions: 
Work can be generally characterized as: 
Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to 
lift, carry, push, pull or otherwise move objects, including the human body. 

 
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS: 



 

N/A  

SECTION IV: CLASSIFICATION HISTORY AND APPROVAL 
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position. 
 
 
_________________________________________________             ____________________ 
             Signature – Human Resources                                                               Date 
 
 
Job Classification History: 
Prepared by TS 5/2025 
Board Approval:  
Reviewed/updated: 
Reviewed/updated: 

 


	Never
	No special vision requirements 


