
CAJON VALLEY UNION SCHOOL DISTRICT 
PERSONNEL COMMISSION 

CLASS TITLE: PAYROLL AND BENEFITS TECHNICIAN 

BASIC FUNCTION: 

Under the direction of the Payroll Supervisor , perform a variety of technical accountin g duties in the 
preparation and proce ssing of District payrolls to assure classified and certificated employees are paid in 
an accurate and timely manner ; perform a variety of technical dutie s in support of employee benefits 
program s including enrollment , orientation and record-keeping function s; provide eligible employees 
with benefit information accordin g to establi shed policies and procedure s. 

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 
Perform a variety of technical accountin g dutie s in the preparation , proce ssing and maintenance of 
regular and variable payroll s for the District ; assure employees are paid in an accurate and timely 
manner ; assure payroll activities comply with establi shed policie s and procedure s. 

Perform a variety of technical duties in support of employee benefits program s includin g enrollm ent, 
orientation and record-keepin g function s; provide eligible employees with benefit information according 
to established policie s and procedure s. 

Process classified and certificated payrolls; receive , proce ss and audit employee time information and 
related document s; input and adju st time sheet information includin g deduction s into an assigned 
computer system; identify and resolve error s and discrepancie s. 

Serve as a technical resource to employees and retirees concernin g employee benefit s programs; respond 
to inquire s and provide technical information concerning related plan s, forms, options, requirement s, 
laws, regulations , policie s and proc edure s; research and resolve issues as needed. 

Compil e and verify a variety of employee and payroll data and informati on; prepare , proce ss and 
evaluate a variety of payroll-re lated forms and app lication s; calculate , prepare and revise salary , hours, 
tax , leave, stipend s, longevity, retirement , bonu s and other payroll data and adju stment s. 

Meet and confer with employees concerning employee benefit s; conduct benefit orientation s for new 
employees; distribute informational material s and enrollment forms and explain medical, dental, 
retirement and variou s other benefits program s and option s. 

Establish and maintain automat ed record s regarding Di strict per sonnel and related payroll information; 
input, code and updat e a variety of data includin g pay rate s, tax statu s, deduction s, benefits and other 
employee information ; generate comput erized payroll and variou s other report s. 

Prepare , process , verify and evaluate enrollment , eligibility and other forms for employee benefit 
program s; verify accurac y and completene ss of forms; proces s benefit adju stment s; calcul ate, revise and 
update records with changes; notify employees of benefit adjustment s. 

Prepare and maint ain a variety of records and report s related to payroll , employee information, time 
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sheets, benefits , salaries, leave , taxes, deduction s, payments and assigned duties; prepare and develop 
spreadsheets; establi sh and maintain filing systems. 

Serve as a technical resource to District personnel , outside agencies and other s concerning payroll 
function s; respond to inquirie s and provide technical information concerning related transactions, issues, 
taxes , records , laws, regulations , policies and procedures. 

Prepare, process and assure accurac y of a variety of required tax and retirement forms as assigned ; 
review various forms and applications for accuracy and completenes s; perform periodic tax procedure s 
and related payroll reconciliation functions. 

Review and audit payroll data , records and report s for accuracy ; identify payroll errors and make 
appropriate correction s and adjustment s. 

Communicate with District personnel and out side agencies to exchange information and resolve issues 
or concern s; proce ss employment verifications as needed. 

Operate a variety of office equipment including a calculator , copier , fax machine , computer and 
assigned software; input , update and extract a variety of benefits data and information in an assigned 
computer system; establish and maintain automated records and files. 

Conduct open enrollment activitie s for District employees; enroll , add and delete employees to and from 
various benefit plan s; assist employee s with completing a variety of enrollment forms and applications; 
assist employees with benefit s claim s. 

Process new hires, retirement s and termination s as appropriate ; verify related document s for proper 
employee information , pay rate s and related data ; proce ss a variety of special payroll tran sactions such 
as retroacti ve pay, garnishments, extra duty payments , overtime and overpayments. 

Compose, distribute and respond to a variety of correspondence ; duplicate , distribute, collect and request 
materials as needed ; receive, process , issue and prepare paychecks for distribution . 

Maintain current knowledge oflaws, codes, regulation s and pending legislature related to the payroll 
function as directed. 

OTHER DUTIES : 
Perform related dutie s as assigned. 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Principle s and technique s involved in payroll preparation and processing. 
General method s, practice s, terminolog y and procedure s used in benefits administration. 
Employee benefit package s and insurance program s. 
Financial and stati stical record-keepin g technique s. 
Preparati on of financial statement s and comprehen sive accounting reports. 
Tax withholding , voluntary deduction s and employee benefi ts. 
Verification and proce ssing of payroll record s and report s. 
Policie s and objectives of assigned program s and activities. 
Employee benefit s enrollment practice s and procedure s. 
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Payroll policies and procedures. 
Data control procedures and data entry operations. 
Modem office practices, procedures and equipment. 
Operation of a computer and assigned software. 
Oral and written communication skills. 
Interpersonal skills including tact , patience and courtesy. 
Arithmetic computations. 

ABILITY TO: 
Perform a variety of technical accounting duties in the preparation and processing of District payrolls to 
assure classified and certificated employees are paid in an accurate and timely manner. 
Perform a variety of technical duties in support of employee benefit s programs including enrollment , 
orientation and record-keeping functions. 
Serve as a technical resource and liaison concerning employee benefits. 
Conduct open enrollment activities for District employees. 
Maintain accurate financial and statistical records. 
Prepare and evaluate comprehensive payroll reports and statements. 
Review , process, evaluate and verify a variety of financia l information. 
Process employee time information and related documents for classified and certificated payrolls. 
Type or input data at 25 words per minute from clear copy. 
Compare numbers and detect errors efficiently. 
Learn, interpret, apply and explain laws, codes, rules , regulations , policie s and procedures. 
Operate standard office equipment including a computer and assigned software. 
Communicate effectively both orally and in writing . 
Establish and maintain cooperati ve and effective working relation ships with others. 
Meet schedules and time lines. 
Perform arithmetic calculations quickl y and accurately. 
Interper sonal skills using tact , patience and courtesy. 
Correct English usage , grammar, spelling, punctuation and vocabulary. 
Mathematic computations. 

EDUCATION AND EXPERIENCE: 

Any combination equiva lent to: graduation from high school supplemented by college-leve l course 
work in accounting or related field and three years payro ll, accounting or similar experience. 

WORKING CONDITIONS: 

ENVIRONMENT: 
Office environment. 

PHYSICAL DEMANDS: 
Hearing and speaking to exchange information. 
Dexterity of hand s and fingers to operate a computer keyboa rd . 
Seeing to read a variety of material s. 
Sitting or standing for extended period s of time. 
Bending at the waist, kneeling or crouching to file and retrieve materials. 
Reaching overhead, above the shoulders and horizontally. 


