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KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Appropriate laws, codes, regulations, requirements, and standards relevant to public educational agency 
payroll. 
Principles of payroll administration including development and maintenance of sound internal controls 
and auditing procedures. 
Advanced mathematical calculations and financial and statistical analysis. 
Proper methods, practices, and procedures used in public educational agency payroll. 
Modern office methods, practices, and procedures. 
Proper use and operation of standard office equipment and machines such as calculator, adding 
machine, printer, desktop computer, fax machine, and/or microfilm reader. 
Software programs such as Excel, Laserfiche, Outlook, 
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WORKING CONDITIONS: 
 
ENVIRONMENT:  
Office environment, while sitting at a desk.   
Contact with or constant interruptions by management and employees. 
 
PHYSICAL DEMANDS:  
Hearing and speaking to exchange information in person and on the telephone.  
Seeing to read, prepare and proofread documents. 
Sitting for extended periods of time and walking short distances.  
Dexterity of hands and fingers to operate a computer keyboard and other office equipment. 
Kneeling, bending at the waist, and reaching overhead, above the shoulders and horizontally, to retrieve 
and store files and supplies.  
Lifting light objects. 
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