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Position Title:       PCN:       

Department/School: 
      
 

Location/
Address:       

Reports to(Title 
only):       Work 

Hours       am      to           pm 

Salary/Position 
Category:  Non-Certified Administrator       Certified Administrator       Non-Exempt Hourly       Teacher 

Position type/ Grade 
(to be completed by 
HR) 

      Position # 
of days       

Travel Required       FLSA 
Status 

  Exempt 
  Non-exempt 

Job Description 

      

JOB PURPOSE/REASON: 

 

 

 

EDUCATION:     High School Diploma or Equivalent         Associate’s Degree      Bachelor’s Degree 

REQUIRED QUALIFICATIONS: 

                                 Master’s Degree           Other       

                       
EXPERIENCE & TRAINING: 
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LICENSING/CERTIFICATION: 
      
 
 
OTHER SKILLS/REQUIREMENTS: 
      
 
 
 
 

      

PREFERRED QUALIFICATIONS: 

 
 
SUPERVISION RESPONSIBILITY (IF APPLICABLE): 
 
Direct Reports:      ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 
Indirect Reports:   ___ # of non-exempt/classified          ___ # of exempt/administrators/teachers 

 

      

PRIMARY POSITION RESPONSIBILITIES: 
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

 

 

 

 

 

 

 

 

 

      
SECONDARY POSITION RESPONSIBILITIES 

 
 
 
 

 

 

 

      

PHYSICAL/MENTAL REQUIREMENTS: 

 
 
 
 
 
 
NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 
construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 
misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head  Date  

Associate/Chief/Executive 
Director 

 Date  

Superintendent (if applicable)  Date  

Human Resources  Date  

 


	Position Title: Payroll Analyst - Kronos
	PCN: 10510058
	DepartmentSchool: Payroll Office
	Location Address: 3999 Bridge View Drive
	NonCertified Administrator: On
	Certified Administrator: Off
	NonExempt Hourly: Off
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: Ability to travel locally, nationally occasionally
	undefined: On
	undefined_2: Off
	JOB PURPOSEREASON EDUCATION High School Diploma or Equivalent Associates Degree Bachelors Degree REQUIRED QUALIFICATIONS Masters Degree Other EXPERIENCE  TRAINING: * Bachelor's degree in Finance, Accounting, Computer Science, or related filed;
* Associates degree in Finance, Accounting, Computer Science or related field AND two years of related training or experience in finance, accounting, computer science or related field; and
* Equivalent combination of education, training, and experience.


Ability to multitask, organize and prioritize duties within a fast paced environment. Results oriented with strong sense of initiative and urgency. Proven ability to work with clients at all levels within an organization. Demonstrates excellent interpersonal and communication skills. Ability to travel locally, nationally occasionally. Must be proficient in Microsoft Office Suite (Excel, PowerPoint, Word, Outlook, etc) and skilled in using the internet for work related research. Must have ability to analyze issues, shift priorities, and cope with ambiguity in a fast-paced environment.
* Ability to maintain effective accounting procedures, ability to carry out assigned projects to their completion; ability to communicate effectively verbally and in writing; ability to establish and maintain effective working relationships with employees and the public;
* Ability to maintain confidentiality in dealing with personnel/payroll matters;
* Builds rapport up, down, and across the organization; Establishes collaborative relationships to achieve objectives; Seeks win-win solutions to conflict; Develops network of professional contacts; Displays empathy and tolerates diverse viewpoints;
* Develops workable implementation plans; Ability to meet deadlines; Communicates change effectively; Builds commitment and overcomes resistance; Prepares and supports those affected by change; Monitors transition and evaluates results; and
* Performs other duties as assigned by supervisor.
	High School Diploma or Equivalent: Off
	Associates Degree: On
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	Department Head: 
	Date: 
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: 
	Date_4: 
	Work Hours: 8:00
	JOB PURPOSE/REASON: This position performs a variety of complex technical and analytical duties in the training, management, preparation, processing and maintenance of the Kronos time and attendance application and all related data analysis and processing. This position utilizes various applications and modules to automate business processes and performs all related duties as required.
	PRIMARY POSITION RESPONSIBILITIES: 
	Text15: 
	Text16: * Working knowledge of generally accepted accounting, payroll, and workforce management, principles, practices, and procedures;
* Strong data management and data analysis skills;
* Strong verbal and written communication skills and excellent customer service skills;
* Strong analytical and troubleshooting skills with the ability to multi-task, problem solve, and accept changing priorities;
* Ability to establish and maintain effective working relationships with employees and the public; and
* Results oriented with a strong sense of initiative and urgency.
	Text17: 
	Text18: * Serves on project teams for process improvement initiatives; and
* Performs other duties as assigned. 

	Text19: * Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components;
* Ability to sit for extended periods of time; and
* Ability to deal with stress associated with meeting multiple deadlines.

Work is performed in a normal heated or air-conditioned office environment. Exerting up to 10 pounds of force occasionally and able to lift, carry, push, pull or otherwise move objects.  Sedentary work involves sitting most of the time. Moderate degree of stress based on a fast paced environment with fluctuating deadlines.

	Position  of days: 240
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherPosition type Grade to be completed by HR: C44
	Reports toTitle only: Director of Payroll and Insurance Services
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: * Training, management and maintenance of the Kronos application to automate business processes, workforce readiness, and payroll processing;
* Training, management, setup, configuration, and maintenance of employee labor information such as schedules, timecards, demographic records and user accounts;
* Plans, schedules and coordinates all Kronos operations and preparation of all reports required to meet established deadlines;
* Management of KRONOS support to end users to meet accepted Service Level Objectives;
* Management and reconciliation of employee time and attendance data to meet payroll processing deadlines;
* Communicates with stakeholders and vendors to resolve issues, implement changes, and document business needs and constraints;
* Management of training strategies to include standard operating procedures and delivery of end user training;
* Works with IT and end users on troubleshooting issues, identifying gaps, and documenting lessons learned, related Kronos and ERP interfaces;
* Compile, review, and analyze data to maximize the efficiency of business processes and reduce risk;
* Modifies, implements, maintains data analysis tools such as reports and queries, to provide access and insight into related data;
* Work with IT to automate business processes by setting up workflow notifications, scheduling reports and implementing processes;
* Assist in the deployment of software and hardware upgrades by identifying functional requirements;
* Research and reconcile timecard discrepancies and preform historical edits;
* Maintains knowledge of school district policies and procedures and effectively communicate to employees;
* Maintains confidentiality in working with personnel and payroll matters;
* Carries out assigned projects to their completion; and
* Compiles reports on user compliance and acceptance including, but not limited to, approving time off requests, approving weekly time, and overtime abuse.

	Work Hours2: 5:00
	Text1: 
	0: 
	0: 
	1: 

	1: 
	0: 
	1: 




