
 

JOB DESCRIPTION 

Title: Payroll / Accountant 

Date Prepared:  August 26, 2020     

Department: Finance/Central Business Office 

Reports To:  Director of Finance 

General Purpose of the Position: 

Assist the Finance department in processing Bi-weekly payroll, creating timely and 

accurate payroll reports, preparing bank reconciliations, preparing journal entries, 

reconciling general ledgers and journals, reconciling quarterly and annual payroll reports, 

and working on other projects as required by the Director of Finance. 

Essential Duties and Responsibilities: 

Process Bi-weekly payroll using the APS Payroll software system. 

Create 401-K report & remit payments. 

Set-up Garnishment deductions. 

Prepare Cafeteria reimbursement report and reconcile each payroll run. 

Create general ledger file to integrate payroll information into MAS90.  

Prepare monthly journal entries. 

Be a back-up for Accounts Receivable processing. 

Prepare annual audit work papers as required by state, federal and commercial 

auditors. 

Reconcile quarterly reports and annual W-2s to general ledger. 

Reconcile general ledger accounts on a monthly basis. 

Communicate with co-workers, management, clients, and others in a courteous and 
professional manner. 

Conform with and abide by all regulations, policies, work procedures, and instructions. 



Conform with all safety rules and use all appropriate safety equipment. 
 
Perform other related duties as directed by Director of Finance. 

Execute all tasks as appropriate. 

Skills and Abilities Required: 

Must be able to work independently. 

Must be detail oriented and organized. 

Must be able to multi-task. 

Must have sound technical skills. 

Must have analytical ability and good judgment. 

Works well with others. 

Computer Equipment and Software Requirements: 

MAS90 accounting software, Microsoft office with strong proficiency in Excel and 

spreadsheet preparation, knowledge APS payroll software. 

Education and Experience Required: 

Bachelor's degree from an accredited college or university in Accounting or Finance 

preferred or Associates degree in Accounting acceptable or the equivalent work 

experience plus three to five years of related experience.  Heavy payroll experience 

needed. 

This job description in no way states or implies that these are the only duties to be 

performed by the employee(s) incumbent in this position. Employee(s) will be required 

to follow any other job related instructions and to perform any other job-related duties 

requested by any person authorized to give instructions or assignments. 

A review of this position has excluded the marginal functions of the position that are 

incidental to the performance of fundamental job duties. AR duties and responsibilities 

and requirements are essential job functions and requirements and are subject to 

possible modification to reasonably accommodate individuals with disabilities. To 

perform this job successfully, the incumbents (s) will possess the skills, aptitudes, and 

abilities to perform each duty proficiently.  Some requirements may exclude individuals 

who pose a direct threat or significant risk to the health or safety of themselves or 



others. The requirements listed in this document are the minimum levels of knowledge, 

skills, or abilities. 

This document does not create an employment contract, implied or otherwise, other 

than a "at will" relationship. 

 

 

Pay based on experience. 


