
 

PLEASE POST! 
Internal /External 

 
 

POSITION: Payroll Bookkeeper (SE84) 

 

 

LOCATION: Administration Building  

 

     

QUALIFICATIONS/ 

RESPONSIBILITIES: See Attachment 
 
 

TERMS OF Year round position, M-F 

EMPLOYMENT: 8:00 a.m. – 4:30 p.m. 
  
 

RATE OF PAY 

AND FRINGES: Per Master Agreement 
 
 

BEGINNING DATE: As Soon As Feasible  
 
 

DEADLINE FOR Internal:  February 13, 2018 

APPLICATION: External:  Until Filled 
 

APPLICATION: Send letter of interest and resume to: 
 

Ben Kirby, Assistant Superintendent Administrative Services 
kirbyb@slcs.us  

 South Lyon Community Schools 
 345 S. Warren 
 South Lyon, MI 48178 
 Ph. (248) 573-8140 
 Fx. (248) 437-8928 
 
 

DATE OF POSTING: February 6, 2018 

Notice of Vacancy 
 

South Lyon Community Schools 

345 South Warren  

South Lyon, MI  48178 

 

mailto:kirbyb@slcs.us
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SOUTH LYON COMMUNITY SCHOOLS 

JOB DESCRIPTION 

 

PAYROLL BOOKKEEPER 

 

 

QUALIFICATIONS: 1. Associates degree or higher in Accounting or Business 

Administration is preferred but a minimum of three years of 

payroll experience can be substituted. 

 

2. Job-related experience and knowledge of 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 and 

Kronos Time Attendance software.  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. Competent typing skills with 40 wpm. Minimum 

typing/keyboard speed. 

 

6. Must possess efficient organizational skills. 

 

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

public in a friendly, courteous manner. 

 

8. Excellent oral and written communication skills. 

 

9. Must be able to keep information confidential. 

 

10. Regular and consistent attendance is an essential function of 

this position. 

 

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

Education may find appropriate and acceptable. 

 

 

 

REPORTS TO: Controller and Manager of Benefits and Payroll 
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RESPONSIBILITIES: 
 

1. Perform majority of following tasks involving computer software 

and on-line programs, including BiTech Financial Software. 

 

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

Willsub system.  Maintain updated sick and vacation banks in the 

BiTech financial software.  Balance and reconcile each pay. 

 

3. Responsible for fiscal year updates including hours, pay rates and 

department/building changes. 

 

4. Responsible to verify accuracy and process payroll information 

from buildings and departments according to individual 

employment contracts. 

 

5. Responsible for daily maintenance from personnel on all 

employees to determine if action is necessary or if it is for 

information only. This includes updating all payroll screen in 

BiTech for employee contributions & deductions (403b/457, ORS, 

taxes, SLEF and others) 

 

6. Process all payroll information by protected payroll spreadsheets, 

uploaded in batch form to BiTech financial software. Including 

updating the spreadsheets for any employee changes each pay and 

sending out to departments. 

 

7. Verify final balancing of payroll hours, contributions, and 

deductions.  Including updating of spreadsheets to balance and 

reconcile before final payroll process. 

 

8. Responsible for the final payroll process including transmitting the 

direct deposit file, positive pay file and employee online. 

 

9. Maintains spreadsheet for extra-curricular schedule C assignment 

agreements & compensation agreements. 

 

10. Responsible for pulling information from BiTech for upload to 

ORS after payroll is completed.  This includes balancing and 

accepting the report in the ORS system. 

 

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

payroll process is completed. 

 

12. Mandated reporting for Federal and State. 
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13. Prepare State of Michigan new hire monthly report. 

 

14. After verification of information accuracy by the Systems 

Manager, Print and distribute W-2 forms for all employees and W3 

federal and state information at end of calendar year. 

 

15. Maintain physical files for all employees and of various reporting 

agencies relevant to payroll accounting/processing. 

 

16. Interact extensively with supervisor on problems, issues, concerns 

and irregularities.  

 

17. Continue to keep up to date with all federal and state regulations.  

Attend conferences and seminars.   

 

18. Perform other miscellaneous duties as assigned by the Manager of 

Payroll and Benefits and Controller. 

 

 

   

 

 


