
 

PLEASE POST! 

Internal/External 

 
POSITION: Benefits/Payroll Bookkeeper (SE10) 

 

  

LOCATION: Administration Building  

 

     

QUALIFICATIONS/ See attached 

RESPONSIBILITIES:  

 

 

TERMS OF Year round position 

EMPLOYMENT: 40 hour per week position  

  8:00 a.m. – 4:30 p.m. Monday-Friday  

    

  

RATE OF PAY 

AND FRINGES: Per Master Agreement 

 

 

BEGINNING DATE: As Soon As Feasible  

 

 

DEADLINE FOR  Internal:  June 13, 2018 

APPLICATION:  External: Until Filled 

 

 

APPLICATION: Internal: Send Letter of Interest and Resume to: 
  
 Ben Kirby, Assistant Superintendent of Administrative Services 

 kirbyb@slcs.us   

 Ph. (248) 573-8130 

 Fx: (248) 437-8928  

  

    External: Applications accepted via Oakland Human Resources Consortium  

 www.oakland.k12.mi.us/OHRC  

 

   

DATE OF POSTING: June 7, 2018 

Notice of Vacancy 
 

South Lyon Community Schools 

345 South Warren  

South Lyon, MI  48178 

 
 

mailto:kirbyb@slcs.us
http://www.oakland.k12.mi.us/OHRC


SOUTH LYON COMMUNITY SCHOOLS 

JOB DESCRIPTION 

 

BENEFITS/PAYROLL BOOKKEEPER 

 

 

QUALIFICATIONS: 1. Associates degree or higher in Human Resources, Accounting 

or Business Administration is preferred. Minimum high school 

diploma required with three years of benefits or payroll 

experience can be substituted. 

 

2. Job-related experience and knowledge of benefits and payroll 

procedures and applications. 

 

3. Extensive computer skills and knowledge of computer 

applications including standard Microsoft Products (Excel, 

Word, Access), as well as BiTech Financial software preferred.  

Experience with basic office equipment.  Must be able to use 

touch method on calculator. 

 

4. Ability to coordinate and process data in a timely and accurate 

manner. Strong analytical skills and attention to detail. 

 

5. Must possess effective organizational skills. 

 

6. Must be able to interact with colleagues, personnel and the 

public in a friendly, courteous manner. 

 

7. Excellent oral and written communication skills. 

 

8. Must be able to keep information confidential. 

 

 

REPORTS TO: Manager of Benefits and Manager of Payroll 

 

 

RESPONSIBILITIES: 

 

 Payroll: 
1. Perform majority of the following tasks involving computer 

software and on-line programs, including BiTech Financial 

Software. 

 

2. Process attendance for employees each pay period recorded in the 

Willsub system.  Maintain updated sick and vacation banks in the 



BiTech financial software.  Balance and reconcile each pay for 

various departments. 

 

3. Support Payroll Bookkeeper for fiscal year updates including 

hours, pay rates and department/building changes. 

 

4. Responsible to verify accuracy and process payroll information 

from employees entered in the time and attendance system with 

Operation and Food Service department heads. 

 

5. Responsible for uploading spreadsheets with payroll data into 

BiTech, including proofing and balancing. 

 

6. Responsible to balance input totals through a series of tape and 

computer generated reports, ensuring proper hours and rate of pay. 

 

7. Prepare any adjustments for payments made to employees after the 

payroll process is complete. 

 

8. Update spreadsheets to balance and reconcile payroll prior to and 

after the final process.   

 

9. Provide backup for the Payroll Bookkeeper. 

 

10. Maintain physical files for employees and various reporting 

agencies relevant to payroll accounting/processing. 

 

11. Perform other duties as assigned by the Manager of Payroll. 

 

12. Prepare any adjustments for payments made to employees after the 

payroll process is completed. 

 

13. Such alternatives to the above qualifications as the Board of 

Education may find appropriate and acceptable. 

 

  

             Insurance Benefits: 

1. Support the maintenance of BiTech data base for employee 

benefits and premium accounts for distribution. 

2. Support the processing of monthly insurance premium statements 

and prepare check requests. 

3. Process all necessary insurance application forms for new and 

regular employees. 

4. Invoice employees monthly for COBRA payments or insurance 

premiums during unpaid leaves. 



5. Process changes to employees’ benefits as they occur in BiTech 

and with insurance carriers. 

6. Support the Open Enrollment periods for employees to elect 

changes to their benefits. 

7. Maintain supply of enrollment packets, including forms, brochures 

and insurance booklets for all employee groups. 

8. Maintain spreadsheet for Cash in Lieu of health care. 

9. Perform other duties as assigned by Manager of Benefits. 

 

COBRA Law 

1. Support the processing of applications and work with the Manager 

of Benefits to main ledgers for COBRA insurance purchased. 

2. Maintain COBRA Compliances for all employees/dependents 

whose coverage has terminated. 

3. Maintain HIPAA Compliances. 

 

                           FMLA (Family Medical Leave Act) 

1. Administer FMLA Compliance Notices as required by the 

Department of Labor. 

2. Send notification to employee requesting FMLA leave, process 

paperwork accordingly and input information on excel worksheet 

and FMLA calendar. 

3. Process FMLA wage sheets for all employees. 

4. Update status on spreadsheet including absences with information 

on Willsub. 

5. Verify returns from FMLA leaves with employee. 

             

                                     Workers’ Compensation   

1. Send authorization to W/C medical clinic for all initial employee 

work related injuries. 

2. Enter all injury reports on to W/C carrier’s website to create 

claim. 

3. When required, complete injured employees’ hours and wages 

from BiTech on wage statements provided by W/C carrier and 

return to them. 

4. Process W/C payroll wage sheets for all employees. 

 

                                       BiTech Software 

       Make employee benefits changes and updates, and generate general 

       reports in BiTech. 

 

 


