
POSITION DESCRIPTION 

Department: Payroll 
Title: Payroll Clerk 

Date Created: 10/14/2025 
Next Review Date: 10/14/2026 

Reports to: Payroll Manager 
Approved by:_____________________ 
                                        (Administrative Dept. Signature) 

        

POSITION STATUS:   ☒Hourly ☐Salaried 

 

POSITION SUMMARY 

Responsible for processing payroll on a biweekly basis and completing all payroll functions.  

 

DUTIES & RESPONSIBILITIES 

1. Handle processing of payroll on a bi-weekly basis 

2. Learn and keep up to date on payroll systems 

3. All related payroll reporting included but not limited to IRS reporting. 

4. Maintain accurate records and/or documentation.  

5. Keeps all information related to Payroll and HR related items confidential.  

6. Data Entry of New Employees and Payroll information.  

7. All other duties and responsibilities as assigned as well as assisting Human Resources when 

needed.  

 

QUALIFICATIONS 

1.  High School diploma or equivalent, associate degree preferred. 

2.  Previous healthcare accounts payable experience preferred. 

3.  1- 2 years payroll experience required. 

4.  Knowledgeable with Computer/Keyboard and 10-key. 

5.  Ability to multi-task with accuracy. 

6.  Able to work as a team and autonomously. 

7.  Strong organizational and time management skills. 

8.  Good Communication skills. 

9.  General Math Skills. 

10.  Working knowledge of Excel & Word software. 

 

 

 

Brant Truman (Nov 13, 2025 17:17:35 MST)



 
  



PHYSICAL REQUIREMENTS ANALYSIS 

Department: Payroll          Job Title:  Payroll Clerk 

Mark all responses using the following codes: 

  N =  Never 

  O =  Occasionally, represents 1 to 33% or 1 to 2 hours of an 8-hour workday 

  F =  Frequently, represents 34 to 66% or 2.5 to 5.5 hours of an 8-hour workday 

  C =  Continuously, represents 67 to 100% or 6 to 8 hours of an 8-hour workday 

 

N O F C PHYSICAL ACTIVITY 

☐ ☒ ☐ ☐ Walking 

☐ ☐ ☐ ☒ Sitting/Standing 

☐ ☒ ☐ ☐ Reaching: Shoulder Height 

☐ ☒ ☐ ☐                    Above Shoulder Height 

☐ ☒ ☐ ☐                    Below Shoulder Height 

☒ ☐ ☐ ☐ Climbing 

☐ ☒ ☐ ☐ Pulling/Pushing: 25 pounds or less 

☐ ☒ ☐ ☐                                25-50 pounds 

☐ ☒ ☐ ☐                                Over 50 pounds 

☐ ☒ ☐ ☐ Lifting:  25 pounds or less 

☐ ☒ ☐ ☐               25-50 pounds 

☐ ☒ ☐ ☐               Over 50 pounds 

☐ ☒ ☐ ☐ Carrying:  25 pounds or less 

☐ ☒ ☐ ☐                   25-50 pounds 

☐ ☒ ☐ ☐                   Over 50 pounds 

☐ ☒ ☐ ☐ Crawling/Kneeling 

☐ ☒ ☐ ☐ Bending/Stooping/Crouching 

☐ ☒ ☐ ☐ Twisting/Turning 

☐ ☒ ☐ ☐ Repetitive Movement 
 

PHYSICAL EXPOSURE: (mark where applicable with “X”) 

☐Unprotected heights     Harmful physical agents: 

Lighting:  ☒Bright             ☐Heat/Cold   

                 ☒Dim               ☒Noise        

☐Mechanical hazards    ☐Ionizing/non-ionizing radiation       

☐Hazardous substances   

☐Infectious diseases     

 

ACCEPTABLE MINIMUM PHYSICAL ABILITY:  

Vison:     ☐Good ☒Correctable  ☐Blind  

Color Vision:     ☐Normal ☒Impaired     

Hearing:  ☐Normal ☒Moderate Loss  ☐Deaf  

Manual Dexterity: ☐Good ☒Fair             

Talking/Speech:     ☒Normal ☐Moderate Loss ☐Mute    



 

 

DISCLAIMER STATEMENT 

The above statements are intended to describe the general nature and level of work being performed.  

They are not intended to be an exhaustive list of all responsibilities, duties and skills required of 

personnel so classified, nor do they address the performance standards that must be maintained. 

 

 

EMPLOYEE: 

I have read and understand the duties and responsibilities of this position.  I have reviewed and agree 

to the contents of this position description, and I am able to perform the job functions and meet the 

physical requirements without restriction(s): 

 

 

____________________________                             ____________________ 

Employee Signature                                                       Date 
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