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NYE COUNTY SCHOOL DISTRICT – Human Resources Department 
Payroll-Benefits Technician 

 

FLSA Status:  NON-EXEMPT 

Classification:  Classified 

Terms of Employment:  8 hours per day, 12 Month 

 

JOB GOAL:  Under general supervision, processes district payroll, health benefits, Section 125 plan, and payroll 

deductions for all employee groups.  

 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

This list of Essential Duties and Responsibilities is not exhaustive and may be supplemented with other duties as 

assigned by the Supervisor. 

1. Assists Senior Payroll Technician with Processing of district payroll for all employee groups and verifies 

accuracy and completeness. 

2. Reviews new employee information and makes decisions relative to level of benefits based on established 

policies.  

3. Provides detailed orientation to employees relative to all aspects of employment benefits, including 

Negotiated Agreement information and interpretations, sick and vacation accruals and usage.  

4. Provides all hard copy employment documentation such as Family and Medical Leave Act, and 

Administrative Regulations pertaining to payroll, deductions and benefits 

5. Prepares and processes computations and deduction implementations for district employees’ health 

insurance, life insurance, retirement insurance, COBRA, Section 125 Plan, and various payroll deductions.  

6. Processes extremely sensitive employee information such as medical records, legal documents, 

unemployment benefits issues and welfare agency information. 

7. Processes reports on own initiative or as directed.  

8. Prepares and processes computations and balancing of leave and absence reports and annual sick leave 

accrual and usage.  

9. Serves as liaison between district and employee unions regarding sick leave bank issues and processes 

all sick leave bank requests. 

10. Assists with Workers Compensation wage verifications and other disability issues. 

11. Investigates/researches questionable data and takes corrective action, when necessary to resolve payroll 

deduction inquiries and problems. 

12. Interprets, explains, and applies procedures, regulations, written and oral instruction. 

13. Provides courteous, responsive, and accurate information to the public, administration and employees. 

14. Promotes positive public relations and deals tactfully and diplomatically with administration, district staff, 

co-workers, public, and outside agencies. 

15. Communicates clearly, both orally and in writing. 

16. Treats sensitive NCSD information with the appropriate confidentiality. 

17. May work extended hours to provide support and to meet deadlines. 

18. Familiar with and assists with implementation of all district policies and administrative regulations as 

related to specific assignment. 

19. Recognizes and reports hazards, and conforms to safety standards as prescribed. 

20. Familiar with district and site emergency/crisis response procedures, plans and drills (e.g. fire drills, bomb 

threats, lock-downs, etc.). 

21. Processes weekly invoices for health insurance claims and uploads eligibility files to the insurance vendor 

websites.   Setup and processes all health insurance enrollments including open enrollment, qualifying 

events, new hires, terminations and retirees. 

22. Setup, prepares and tracks all Affordable Care Act (ACA) data files and transmits final digital forms to the 

appropriate federal agencies. 

23. Compiles, prepares data and calculations of retiree insurance data to be submitted to the actuarial for the 

Other Post-Employment Benefits (OPEB) reporting. 

24. Processes retiree insurance billings, tracks retiree subsidies and submits to the finance department.  

Process and maintains tracking for the retiree deductions and payments received from retirees PERs 
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checks.  Uploads electronic file to the Public Employees Retirement System (PERS) when additions, 

terminations or changes to the retiree’s deductions are needed. 

25. Assist employees with all medical, pharmacy, dental and vision billing issue, pre-authorizations and any 

other eligibility questions. 

26. Participates and assists with compiling data for the Nye County School District Insurance Committee. 

27. Performs all other related duties, research projects and functions as assigned by Chief Operating Officer. 

 

POSITION EXPECTATIONS 

Knowledge, Skills and Abilities: 

1. Demonstration of responsible decision making and ability to organize complex records, confidential 

records, data processing/analysis, and performance of duties at a responsible level with minimum 

supervision.  

2. Demonstrated ability to cooperate with management, staff, outside agencies, and the public.  

3. Knowledge of general office procedures, business machines, computers, word processing, and various 

software programs. 

4. Knowledge of federal and state laws, NCSD Policies and Administrative Regulations and all Negotiated 

Agreements pertaining to payroll procedures, principles and functions, as well as record retention as it 

relates to payroll 

5. Knowledge of laws, rules and principles public and administration practices and governmental controls as 

it relates to payroll and benefits 

6. Knowledge of PERS, FMLA, various payroll deductions, Workers Compensation and district employee 

health 

7. Ability to plan and organize work activities and to work under pressure, meet deadlines, and to exercise 

flexibility with new tasks as priorities change.  

8. Ability to concentrate on accuracy of details, maintain detailed records, and apply established procedures 

to work activities.  

9. Ability to perform complex mathematical and statistical analysis. 

10. Possess excellent written and oral communication skills, organizational skills, interpersonal skills and 

analytical ability. 

11. Ability to prepare accurate hourly and salaried payrolls for district employees utilizing substantial 

judgment and analytical ability.  

12. Familiar with and understands FERPA, HIPAA, and other confidentiality situations and guidelines in the 

educational setting.  

13. Familiar with and assists with implementation of all district policies and administrative regulations as 

related to specific assignment.  

14. Recognizes and reports hazards, and conforms to safety standards as prescribed.  

15. Recognizes and notifies administrators of unauthorized persons on campus, and/or of issues that require 

immediate attention.  

16. Familiar with district and site emergency/crisis response procedures, plans and drills (e.g. fire drills, bomb 

threats, lock-downs, etc.) 

 

POSITION REQUIREMENTS 

Education, Training, and Experience: 

1. Minimum of High School Diploma or Equivalent 

2. Two (2) years practical experience in payroll procedures 

 

Licenses and Certifications: 

1. Valid Nevada Driver License 

 

Screening and Compliance: 

1. Ability to pass State and Federal criminal background check 

2. Compliance with NCSD Drug and Alcohol Testing Policy 

 

WORK ENVIRONMENT: 

Strength:  Occasionally required to lift or carry equipment up to 50 lbs.  
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Physical Demands:  Frequent sitting, standing, walking, pushing, pulling, carrying, stooping, reaching, handling 

and repetitive fine motor activities.  Hearing and speech to communicate in person or over the telephone. Stamina 

to remain seated and maintain concentration for an extended period of time.   

 

Vision:  Frequent near acuity, occasional far acuity.  Vision to read printed materials, a VDT screen or other 

monitoring devices. 

 

Environmental Conditions:  Climate controlled office setting, outside weather conditions traveling to and from 

District facilities, and exposure to low/moderate noise intensity levels. 

 

Hazards:  Furniture, office equipment, communicable diseases, chemicals and fumes, and potential electrical 

hazards during installation procedures. 

Working Conditions:  Office or suitable workspace with computer and office equipment necessary to carry out 

functions of position. 

 

Equal Opportunity Employer 

Nye County School District is an Equal Opportunity Employer. Nye County School District does not sanction or 

tolerate discrimination in any form on the basis of race, color, religion, age, gender, pregnancy, sexual orientation, 

national origin, ancestry, disability, veteran status, domestic partnership, genetic information, gender identity or 

expression, political affiliation, or membership in the Nevada National Guard.  

 

Americans with Disabilities Act  

In compliance with applicable disability laws, reasonable accommodations may be provided for qualified 

individuals with a disability who require and request such accommodations. Candidates are encouraged to 

discuss potential accommodations with the Department of Human Resources. 

 

 

Approved by: _______________________________________________  _4/30/2020__________ 

            Superintendent         Date 
 

Acknowledgment 

I have read and understand the requirements of my job. 

 

 

Employee Name: ____________________________________________________ 

 

 

Employee Signature: _________________________________________________ Date: _____________ 

 

 

Administrator/Human Resources Name: __________________________________ 

 

 

Administrator/Human Resources Signature: _________________________________ Date: _____________ 

 


