
JOB TITLE:
Finance Payroll Accountant I

WORK SCHEDULE:
260 Days

REPORTS TO:
Assistant Director of Finance

EMPLOYMENT STATUS:
Full-Time

FLSA STATUS:
Exempt

SALARY RANGE:
Unified Salary Scale, Grade F/H

Summary
(These are intended to provide examples of the various types of work performed. The omission
of specific responsibilities does not exclude them from the position if the work is similar, related,
or a logical assignment to the position.)

Perform routine operations of the Finance department related primarily to payroll, as well as
miscellaneous receivables, grants management, budget monitoring, purchase card
reconciliation, and cash management while assisting the Assistant Director of Finance and Chief
Financial Officer in maintaining adequate cross-training and internal control practices with other
School Board staff.

Essential Duties and Responsibilities
● Primarily responsible for day-to-day payroll activities to ensure the accurate and timely

completion of the payroll function in accordance with IRS, DOL, and School Board
policies and procedures. This includes semi-monthly payroll for over 600 full and
part-time employees, and the preparation of all quarterly and annual state and federal
compliance reports.

● Responsible for the administration of employee group insurance and all benefits
programs as it relates to payroll.

● Assist with the monthly Purchase Card reconciliation process.
● Assist with monitoring school Bookkeepers and their financial systems, including online

payment systems. Perform routine and specialized internal audits. Assist with training
meetings throughout the school year and update School Finance manual as needed.

● Assist in the preparation of School Board financial reports as well as audit schedules,
documents, and account analysis, as needed for the annual audit, annual school report
and computation of periodic reimbursement claims. Assist in the preparation and
monitoring of the operating budget.

● Work with federal and state Grant program managers to prepare accurate and timely
reimbursement requests as it relates to payroll and benefits.

● Perform other duties as assigned by the Manager of Financial Services and Chief
Financial Officer.
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● May perform other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES:
Requires the ability to work with minimal supervision accurately, with attention to detail.
Requires the ability to communicate, both verbally and written, and read in English to
understand directions, procedures, and communicate to others. Must be proficient in the use of
current computer software for the office: word processing, spreadsheet, presentation, database
applications, Internet, e-mail, basic research, and electronic data communications.

EDUCATION AND EXPERIENCE:
Required: Bachelor’s degree with 3 years of payroll and/or accounting experience.

Preferred: Prefer degree in accounting, business, or finance.
A comparable amount of training and experience may be substituted for the minimum
qualifications.

PHYSICAL CONDITIONS:
Administrative work typically performed in an office setting: may include frequent walking, some
lifting of moderately heavy objects, and regular use of computer. Frequent contacts made at all
organizational levels (internally and externally) for purpose of achieving organizational goals.
Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact. Physical
capability to effectively use and operate various items of office related equipment, such as, but
not limited to a personal computer, calculator, copier, and fax machine. Periodic travel to school
sites throughout the County and periodic state or regional travel, including overnight stays may
be required.

Goochland County Public Schools assures Equal Employment Opportunities and equal education opportunities for employees and
students as required by Federal and State Orders and Laws. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential tasks. This job description is intended to accurately reflect the position activities and
requirements. However, administration reserves the right to modify, add, or remove duties and assign other duties as necessary. It is
not an all-inclusive list of all the responsibilities, skills, or working conditions associated with the position.

(Revised 02/2024)


