
COMPETITIVE 
CLASSIFICATION 

ALL DIVISIONS 
SENIOR PAYROLL CLERK 

 
DISTINGUISHING FEATURES OF THE CLASS:  This position exists in either the City, School District or 
City Hospital and involves responsibility for performing a variety of clerical activities in preparing and 
processing payrolls and related financial records requiring a high degree of accuracy.  The work requires the 
operation of a data entry terminal to transcribe payroll information into a computer which produces the payrolls 
and payroll checks and verification of the accuracy of the computer printouts.  The work is performed under 
general supervision of the Assistant Superintendent of Business or the Chief Financial Officer with leeway 
allowed for exercise of independent judgment in carrying out details of the work according to prescribed policy 
and procedures.  Supervision may be exercised over the work of subordinate clerical employees.  The 
incumbent does related work as required. 
 
TYPICAL WORK ACTIVITIES:  (Illustrative only) 

 Maintains a complete payroll record for each employee including payroll deductions such as health 
insurance, social security, savings bonds, retirement, tax shelters, union dues, etc., and examines and 
checks payroll deductions; 

 Makes changes to the master computer payroll files such as address changes, budget codes, exemptions, 
credit hours, etc.; 

 Performs billing for the Tax Shelter Annuity Program and makes necessary monthly changes; 
 Reviews and verifies payroll for accuracy; 
 Adjusts monthly and quarterly retirement reports and researches inquiries from the Retirement System 

regarding salaries, time worked, etc.; 
 Process timesheets foe each employee and posts sick leave, personal leave, vacations, etc., on individual 

employee cards and distributes this information to employees; 
 Totals timesheets for employees and posts hours to payroll worksheets; 
 Adjusts salary figures for individual employees based on hours worked and in this school district for 

teachers, on credit hours and degrees earned and adjusts annual salaries for personnel based on contract 
provisions; 

 Assists in processing payroll information regarding applicants for unemployment benefits to New York 
State Employment Service; 

 Prepares a variety of records and reports related to the payroll process, such as Retiree Five Year Annual 
Salary forms, retirement applications, loan applications, etc.; 

 Sorts and distributes payroll checks; 
 Computes and makes appropriate payroll changes regarding hours worked, deductions, tax changes, 

overtime, sick time, etc.; 
 Maintains year-to-date totals for W-2 preparation and distributes W-2’s and is responsible for 

duplicating lost and misplaced forms; 
 Answers telephone and written requests from employees, credit agencies and prospective employers 

concerning payroll related personnel information; 
 Prepares monthly payroll transfers for business office to assist in the continuing encumbrances of 

employees salaries; 
 Type forms, letters, reports, checks, payroll sheets and other payroll related material; 
 Files various payroll information such as payroll masters, computer runs, correspondence and other 

payroll related records; 
 Operates computing, calculating, check-writing typewriter, copier and other office machines; 
 Operates data entry terminal to enter payroll data, such as overtime worked and changes in employee 

salaries, deductions and insurance, into a computer following a prescribed code; 
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 Compiles and prepares various statistical reports and answers inquiries from governmental agencies and 
employees; 

 Verifies accuracy of computer payroll printouts by comparing against source documents; 
 Totals timesheets for all hospital employees and posts hours to payroll worksheets; 
 Maintains record of employee deductions and posts changes to the deduction register worksheets as 

directed; 
 Reviews and verifies payroll data for accuracy 
 Maintains income execution records and mails checks to appropriate person or agency; 
 Types payroll and deduction register detail sheets; 
 Prepares and maintains records to determine employee investments; 
 Initiates changes to employee pay rates as indicated on payroll change notices; 
 Determines and posts new rates for all hospital employees as directed by administration; 
 Compiles and prepares various statistical reports and answers inquiries from various governmental 

agencies and in-house requests; 
 Prepares necessary reports for computer processing; 
 Monitors and records hours worked by OVR Program participants and prepares vouchers for 

reimbursement. 
 
FULL  PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL 
CHARACTERISTICS: 

 Good knowledge of the methods and procedures of processing and preparing payroll; 
 Good knowledge of business arithmetic; 
 Good knowledge of office terminology, procedures and equipment; 
 Ability to operate a data entry terminal; 
 Ability to follow oral and written instructions; 
 Ability to make arithmetic computations rapidly and accurately, both manually and with a calculating 

devise; 
 Ability to type at a predetermined rate of speed; 
 Ability to maintain records and reports; 
 Ability to plan and supervise the work of clerical employees engaged in payroll activities; 
 Physical condition commensurate with the demands of the position. 

 
MINIMUM QUALIFICATIONS:  Either: 

(a) Graduation from high school or possession of a New York State High school equivalency diploma and 
three (3) years of experience in preparation of payrolls and related records for a business or 
governmental agency which shall have involved operation of either a typewriter or data entry devise;  
OR 

(b) Four (4) years of experience in preparation of payrolls and related records for a  business or 
governmental agency which shall have involved operation of either a typewriter or data entry devise;*  
OR 

(c) An equivalent combination of training and experience as outlined by the limits of (a) and (b) above. 
 
 
END 
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*NOTE from D. Andrews:  MINIMUM QUALS – (b) no high school diploma or GED required  ??? 
 


