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Payroll Officer 

Athol-Royalston Regional School District, Athol Massachusetts 
 

Job Description 
To set up and maintain all files for employees in Infinite Visions. Responsible for processing bi-weekly 

payroll for all employees as well as monthly, quarterly and yearly reporting. 
  

Job Details 
 Meet with new employees to review benefits and complete new hire paperwork. 

 Receive signed new hire paperwork from Business Manager to verify salaries as indicated on 

recommendation to hire paperwork. 

 Enter new employees into Infinite Visions. 

 Enter position per recommendation to hire paperwork to encumber funds, enter employee 

deductions and leave plans. Verify position funding. 

 Enter stipends per superintendents appointments. 

 Enter any supplemental positions as assigned. 

 Apply credit moves to employees as received from Superintendent. 

 File all paperwork pertaining to employee benefits, deductions and taxes. 

 Process all hourly time sheets; enter into Infinite Visions, run reports and double check for 

accuracy. 

 Maintain Daily Absences and record into Infinite Visions. 

 Run payroll checks and reports. 

 Create direct deposit (ACH) file and electronically transmit to the bank. 

 Run direct deposit vouchers for employees. 

 Process deduction invoicing, run deduction checks and all reports. 

 Sort, stuff and distribute all paychecks. 

 Run deduction checks and reports. 

 Sort, stuff and mail deduction checks and information to various vendors. 

 Electronically file 403(b) report and mail check. 

 Monthly run checks to MTRS, Worcester Regional Retirement System, Boston Mutual Life 

Insurance Co. and Mutual of Omaha Insurance Co. 

 Complete and submit quarterly 941’s, file quarterly employment reports to the state (QUEST), 

complete and file quarterly wages paid to the Dept. of Revenue. 

 Yearly summary of federal and state withholding taxes. 

 Run W-2’s file. 

 Audit, sort and distribute yearly W-2’s and yearly filing to the IRS and the DOR. 

 Employment Verifications. 

 Verifying wages to MTRS or WRRS per request. 

 Complete employee retirement applications for MTRS and WRRS. 

 Unemployment reporting. 

 Report all work related injuries to workman’s compensation provider (MEGA), complete wage 

statements per their request and contact employees for all supporting documentation needed. 

 Maintain all Employee Leave Plans. 

 Process all Family Medical Leave applications. 

 Process quarterly Administrative Medicaid Reporting as well as the yearly Direct Support Cost 

Report. Monitor Random Moment Time Studies for completion. 

 Fiscal year end rollover. 

 Set up new payroll database for upcoming fiscal year for all employees. 

 Create Work Calendars and pay periods in new fiscal year as well as Teacher’s Summer Pay 

Accrual.  
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 Set up schedules on deductions and leave accruals. 

 Create, issue and file Teacher’s contracts annually. 

 Assist as needed with the yearly audit. 

 Maintain software and troubleshoot as needed. 

 Assist with any other duties assigned. 

 Back up to Accounts Payable as needed. 

 Answer phones and direct calls as needed. 

 Other tasks assigned by superintendent. 

 


