
 
Job Posting 

 
Van Buren County School System 

Payroll/Personnel Coordinator 
 

The Director of Schools will be accepting applications for the 12 month position at 
the Van Buren County Board of Education. 
 
Job Description:  To make sure that people are paid correctly and on time.  
Perform all activities necessary to process 1 or more payrolls, including 
maintaining related records, filing tax reports, preparing accounting transactions 
and documents, and preparing special reports for management. 
 
Job Responsibilities: 

1.  Analyze, prepare and input payroll data.  Typically use automated system 
to produce accurate and timely payroll.  Ensure compliance with all 
applicable state and federal wage and hour laws. 

2. Perform various journal entries, account reconciliations, and provide 
general ledger support. 

3. Maintain employee records; ensure that employee changes are entered 
correctly and made on a timely basis; review changes for proper 
authorization. 

4. Maintain a proper document control system. 
5. Maintain confidentiality and exercise extreme discretion concerning 

employee information. 
6. Maintain professional and technical knowledge by attending required 

workshops and training. 
 
 
 
 
 
 
 
 



Work Environment: 
1. This job operates in a professional office environment.  The role routinely 

uses standard office equipment such as computers, phones, photocopiers, 
filing cabinets and fax machines. 

2. The physical demands described here are representative of those that must 
be met by an employee to successfully perform the essential functions of 
this job. 

3. This is largely a sedentary role; however, some fling is required.  This would 
require the ability to lift files, open filing cabinets and bending or standing 
as necessary. 

4. This position has no supervisory responsibilities. 
 
Preferred Education and Experience: 

1. High school diploma or GED 
2. Related work experience in payroll 

 
Personal Attributes: 

1.  Must be honest and trustworthy 
2. Be respectful 
3. Be flexible 
4. Good interpersonal skills and communication skills 
5. Have a keen eye for detail 
6. Ability to handle and prioritize multiple tasks and meet all deadlines 

 
 
Applications will be received by Cheryl Cole.  The deadline for applications will be 
August 20, 2019 at noon.  
 
Van Buren County Board of Education’s employment practice does not 
discriminate in regard to race, religion, ethnic background, or country of origin. 
 


