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FNSBSD JOB DESCRIPTION 

Job Title:  Payroll Technician 

Supervisor: Payroll Manager Classification:  Classified (ESSA) 

Days/Months: 12 months Grade: 9 
 
Job Summary 
Performs a wide variety of support for payroll department activities with specific responsibility for 
ensuring the accuracy of preliminary time entry and saving final payroll reports, time sheets, and 
spreadsheets; responds to inquiries and/or requests for data and/or reports; and provides timely 
and accurate payroll production. 
 
Essential Job Functions 
On assigned time entry batches, identifies timekeeping discrepancies and works with 
appropriate department or school administrators and/or supervisors to resolve them. Generates, 
and reviews reports to ensure accuracy and completeness of payroll, earning statements and 
deductions. 
 
Reviews direct payment requests (SAS, MOA, and stipends) and supporting documentation for 
accuracy and completeness; identifies requests that are not in compliance with established 
district policies or that are incomplete and provides notification to appropriate source; processes 
accepted direct payment requests. 
 
Interprets payroll policies and procedures to employees through instructions, procedures and 
other means; answers employees’ technical questions. 
 
Utilizing spreadsheet programs and computer database systems, enters, posts, verifies, and 
retrieves a wide variety of routine to complex payroll or general accounting data, reports and 
information; compiles, generates and distributes required reports. 
 
Assists with processing new hires including setting up taxes and deductions and calculating 
insurances and leave adjustments; sets up new employee files as necessary. 
 
Using provided report, corrects balances of annual, personal, sick, and other leave credits. 
Researches payroll records to provide wages for employment verification requests and 
unemployment claims. 
 
Maintains a wide variety of payroll information for the purpose of ensuring the availability of 
documentation and compliance with established policies and regulatory guidelines. 
 
Performs other technical and administrative payroll or general accounting functions; updates 
employee information in payroll system and files as necessary. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Personal computer on a local area network, calculating machine and other standard office 
equipment. 
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Independent Decisions 
Must make independent decisions in support of departmental objectives, methods of achieving 
those objectives, and the specific needs of employees, verifying the course of action with 
supervisor as needed. Must protect confidentiality of employee information and records. 
 
Primary Working Contacts 
Position involves frequent communication with school users, including teachers, staff, and 
others, in various forms such as email, in-person, telephone. Frequent interaction with a diverse 
and varied group of employees is required to perform payroll support functions. May need to 
travel to schools or other offices and buildings for meetings and events. 
 
Responsibility for Cash, Equipment, Safety 
A safe working environment is every employee’s responsibility. While performing the duties of 
this job, the employee is seldom exposed to wet and/or humid conditions; moving mechanical 
parts; high, precarious places; fumes or airborne particles; toxic or caustic chemicals; and 
outside weather conditions. The noise level in the work environment is usually quiet. 
 
Supervision Received and Exercised 
None given; works under the supervision of the payroll manager and receives additional 
direction from the lead payroll technician. 
 
Unusual Working Conditions 
During the peak demand periods of August and May, may be expected to work overtime. 
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing.  Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person.   The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure. 
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. High school diploma or equivalent. 
2. Three (3) years of basic accounting or payroll experience required or an equivalent 

combination of education and experience sufficient to successfully perform the essential 
duties of the job.  
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3. Basic math knowledge required to perform calculations using fractions, percentages, 
and/or ratios.  

4. Specific knowledge-based competencies required to satisfactorily perform the functions 
of the job include: principles and techniques involved in payroll preparation, monitoring 
and control, payroll related accounting practices, labor contracts and their impact on 
payroll, and basic understanding of State and Federal labor laws.  

5. Strong verbal and written communication skills in English, to include excellent attention 
to detail and accuracy.  

6. Strong financial and statistical record keeping, filing, electronic document filing and 
retrieval skills. 

7. Excellent computer and office equipment skills to include software programs and email. 
8. Strong interpersonal skills required to include tact, discretion and courtesy in dealing 

with sensitive situations and upset employees. 
9. Ability to understand, interpret, apply and reach sound decisions in accordance with 

applicable rules, regulations and department procedures.   
10. Ability to organize, set priorities, take initiative and exercise sound independent 

judgment within areas of responsibility.   
11. Ability to process a high volume of work accurately and efficiently.   

 
The following are strongly preferred: 

1. Completion of college level accounting coursework. 
2. Fundamental Payroll Certification or Certified Payroll Professional credentials from the 

American Payroll Association. 
 
 

Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
It is a condition of employment that the selected applicant become a member of the Education 
Support Staff Association (ESSA), or pay a professional service fee.   
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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