
 

 

 

 

 

 
Position Title:  Payroll Clerk 

Reports To: Assistant Controller 

Classification: Non - exempt 

WC Code: 8869 

Position Type: Firth Level Administrator 

 

 

Major Responsibilities: It is the responsibility of the payroll office to ensure that all employees 

are accurately paid. 

 

Specific Duties and Responsibilities: 
 

1. Read, understand and comply with the University’s mission, the catalog, the University’s policies and 

procedures, the Staff Handbook and Institutional Effectiveness process. 

2. New employees must be inputted into Kronos and ADP. An ADP employee number should be 

assigned, and a Kronos card should be issued to allow the employee to clock their hours. 

3. Most check the daily hours of the employees to ensure that the punches reflect the proper hours the 

employees has worked. 

4. A missing punch could be due to sick or vacation time. If those are the reasons those hours must be 

inputted into Kronos so that the employee is properly paid. 

5. On a biweekly basis the hours are electronically transfer from Kronos to the ADP program. 

6. Once the hours have been transferred ADP and no more corrections are needed the hours are then 

electronically transfer to ADP computers in order to process our payroll. 

7. Once the payroll is received it is check for accuracy and the direct deposit receipts and the payroll 

checks are stuff into envelopes and on Thursday night professors are paid. The staff is paid on Friday 

morning. 

8. After a journal entry is done to input the payroll information into the general ledger, it is of the up 

most importance that the proper account number is in the journal entry. 

9. New employees' forms are then file by campus by alphabetical order. 

10. Vacation and sick time must be posted in employees records form, and must be accurate and up to date 

always. 

11. Understand and comply with the college’s mission and institutional effectiveness. 

12. Participate in the self-studies and committees conducted by the University. 

13. Respond to communications (e-mail, voice mail) on a daily basis. 

14. Performs other duties as assigned. 

 

 

 
 
 

 

 

 
 

 

 

 
 



 

 

 
 

 

Note: The use of computers and university resources is limited for school business purpose. 

Installation of any software is prohibited. 

 

This job description is intended to describe the general nature and level of work being performed by 

individuals assigned to this position. It is not intended to be construed as an exhaustive list of all 

tasks, duties, skills and/or responsibilities required for this position in each Campus at all times. 

Tasks, duties, skills and/or responsibilities may vary from individual to individual, campus to 

campus and over time, depending upon various factors. These are general guidelines for this job 

position. 

 

 

 

To apply for this position please click on the link below: 

https://workforcenow.adp.com/jobs/apply/posting.html?client=fnuedu 
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