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City of Belton
PT PAYROLL/ACCOUNTS PAYABLE CLERK
	Department:
Reports to:
	Finance
Finance Supervisor
	Revised Date:
	February 2022


GENERAL PURPOSE: Under general supervision, processes departmental payroll and performs skilled clerical accounting tasks and maintains financial accounts and records; ensures accurate time reporting; prints checks/direct deposits slips; processes payroll taxes; posts, balances, and verifies a variety of accounts needed for maintaining financial records; and responds to inquiries from staff, departments, and vendors.
PRIMARY DUTIES AND RESPONSIBILITIES:

The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all team members in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.

· Processes City payroll; uploads and verifies timecards for all departments into the payroll application; enters payroll changes and reconciles for accuracy; prints payroll checks and direct deposit slips; inserts checks into envelopes and bundles for department distribution; and processes the direct deposit file to the bank by established deadline.
· Prints reports needed and processes payroll taxes using the online process for payment; completes journal entries for the general ledger accounts; validates and distributes accounts; posts timecards to the vacation/sick book; and closes the payroll cycle.

· Date stamps and logs all purchase orders/payment request into the log; verifies all paperwork for accuracy and follows the code; enters invoices into the financial application; runs required reports and forwards to Supervisor for verification; processes reports needed and prints checks; makes copies of checks and distributes checks and any attachments to the vendor; attaches copy of check to the purchase order, payment request, and invoices; and files paperwork.
· Prepares payment requests as needed for the Director, Finance; enters journal entries as needed; balances cash drawers daily; and works at the Water Department front counter as needed.

· Processes the fund list for the department and Council; completes the fund list cover sheet from the accounts payable posted invoices reports and makes copies and scans documents to all departments and Council members.

· Reviews and performs monthly reconciliations of benefits.

· Supports the relationship between the City of Belton and the constituent population by providing excellent customer service; promotes the City goals and priorities in compliance with all policies and procedures; maintains absolute confidentiality of work-related issues, client records and City information; and performs related duties as required or assigned.
· Ensures that job duties are completed in strict adherence to established safe work practices.

MINIMUM QUALIFICATIONS:

Education and Experience:

High School Diploma or Equivalent.  
Required Licenses or Certifications:

None.
Required Knowledge of:

· General clerical, payroll, and accounting procedures.

· Human resources benefits coordination.

· City policies and procedures.

· Accounting software and automated financial systems.

· Program/project management techniques and principles.

· General office skills – filing, letter writing/email, telephone etiquette, excellent customer service
· Effective and clear verbal and written communication.
Required Skill in:

· Utilizing personal computer software programs affecting assigned work and in compiling and preparing spreadsheets. 

· Establishing and maintaining effective working relationships with staff, management, vendors, outside agencies, community groups and the general public. 

· Performing mathematical computations quickly and accurately.

· Reviewing and checking work products to ensure conformance to standards.
· Filing documents alphabetically, numerically, and chronologically.

· Processing payments and posting journal entries.

· Preparing and analyzing data and numerical computations and reports.

· Responding to inquiries and in effective oral and written communication.

· Communicating effectively verbally and in writing.
Physical Demands / Work Environment:  
· Work is performed in a standard office environment.
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