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BENTON COUNTY POSITION DESCRIPTION 

 

CLASSIFICATION BAND GRADE SUBGRADE FLSA STATUS 
Business Specialist 2 B 2 2 Non-Exempt 
POSITION TITLE: Payroll Clerk POSITION#: 500128 
☐New     ☒Revised   
(Check one)                                

Date: 02/01/2022 

SERVICE TYPE:  AFSCME 
Employee 
Name: 

 Department: Financial 
Services 

Supervisor:  

FTE:  1.0 Employment Status:       Regular Full Time 
Position Summary:   

Supports the county-wide payroll function. Serves as an expert on payroll-related matters. Reviews and verifies 
payroll data for County employees from all departments; processes adjustments and performs time, benefit & 
deduction, and accrual reconciliations.   Produces required personnel, payroll, tax and benefits reports. Works with 
Payroll Analyst to produce full payroll cycle. 
 

Essential Duties:  

No. Major Functional Area (MFA) % of Time 
1 MFA: Payroll Time Auditing 

Essential Duties: 
 Audits all time entry for the semi-monthly payroll process to ensure appropriate 

hours for pay period, including treatment of holiday or accrual time 
 Performs a variety of complex accounting functions in the preparation, processing, 

maintenance, verification and reconciliation of payroll, human resources and benefit 
records  

 Meet strict deadlines of payroll while maintaining a cooperative working relationship 
with those contacted during the course of work. 

 Accurately input data into computerized system:  time and accrual entry 
 Train departmental timekeepers and payroll contacts in payroll methods and 

procedures.  Train timekeepers on timesheet entry into payroll software. 
 

75% 

2 MFA: Payroll Adjustment and Warrant  
Essential Duties: 

 Ensures the state and federal tax deposits are made timely to avoid penalties. 
 Balance and reconcile deductions and benefits for payment by A/P  
 Reviews sick, vacation, PTO, floating holiday, holiday and comp leave usage to 

determine that it has been accounted for accurately within a payroll warrant  
 Enters adjustments for insurances, accruals and garnishments to individual pay 

records within a payroll warrant. 
 Meet strict deadlines of payroll while maintaining a cooperative working relationship 

with those contacted during the course of work. 
 

25% 

Percentages should total 100% 100% 
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Special Requirements: 

2 years college coursework in accounting or business 
Knowledge of state and federal wage and hour laws 
Intermediate Excel 
3 years experience payroll support in similar size organization, including experience working with payroll and human 
resource information management systems 
 
 

 

Physical Requirements:  

Sedentary Work:  Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or 
constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves 
sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other 
sedentary criteria are met. 

 

NOTE:  The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 

Employee:        Date:   

Immediate Supervisor:       Date:   

 


