


Payroll and Benefits Technician - Continued Page 2 of 4

Compile and verify a variety of employee and payroll data and information; prepare, process, and
evaluate a variety of payroll-related forms and applications; calculate, prepare and revise salary, hours,
tax, leave, stipends, longevity, retirement, bonus, and other payroll data and adjustments.

Meet and confer with employees concerning employee benefits; conduct benefit orientations for new
employees; distribute informational materials and enrollment forms and explain medical, dental,
retirement, and various other benefits programs and options.

Establish and maintain automated records regarding District personnel and related payroll information;
input, code, and update a variety of data including pay rates, tax status, deductions, benefits, and other
employee information; generate computerized payroll and various other reports.

Prepare, process, verify, and evaluate enrollment, eligibility, and other forms for employee benefit
programs; verify accuracy and completeness of forms; process benefit adjustments; calculate, revise, and
update records with changes; notify employees of benefit premium adjustments and payroll calculations.

Assists employees with mid-year changes due to qualifying events.

Prepare and maintain a variety of records and reports related to payroll, employee information,
timesheets, benefits, salaries, leave, calculate exhausted leave, taxes, deductions, payments, and assigned
duties; prepare and develop spreadsheets; establish and maintain filing systems; inform employees of
leave status and when leaves wse
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