






















































































Attachment E 

Hasbrouck Heights Board of Education 

Hasbrouck Heights, New Jersey 

 

Job Description: Staff Accountant 

Qualifications:   

x Bachelor’s Degree in Accounting or 5 years related experience 
x Prior experience with Computer Solutions (CSI) recordkeeping system preferred 
x Prior experience in school district business office preferred 
x High level of interpersonal skills required to interact with employees, leaders and others 
x Ability to function as part of a cohesive school business office team by assuming varied 

responsibilities 
x Required criminal history check and proof of U.S. citizenship or resident alien status 
x Current residency in New Jersey, approved residency waiver or candidate agrees to 

obtain residency within one year of employment 
x Such alternatives or additions to the above qualifications as the Board of Education may 

find appropriate and acceptable 

Reports to: Assistant to the School Business Administrator and School Business 
Administrator/Board Secretary 

Job Goal: To coordinate all areas of payroll preparation including pension, taxes, online 
submissions and quarterly reports as well as additional accounting functions as needed. 

Performance Responsibilities: 

Payroll 

x Coordinates bi-monthly payrolls 
x Responsible for setting and maintaining deadline dates for payroll input 
x Detail review of board minutes to verify proper compensation of employees 
x Verify all payroll vouchers and reports for errors and omissions 
x Input all data submitted 
x Processing of all payroll information for employee deductions (i.e., pension accounts, 

W4, loans, etc.) 
x Analyzes and corrects any discrepancies in payments of employee deductions 

Accounting 



x Prepare funds for transfer to Payroll Account, Payroll Agency Account and Trust bank 
accounts based on payroll summaries 

x Coordinate and manage employee data to ensure proper synchronization between 
personnel and payroll accounting systems 

x Assists Assistant to the Business Administrator and School Business Administrator with 
other accounting and reporting functions as needed 

Reporting/Tax Compliance 

x Prepares documentation relating to all Federal and State employment taxes 
x Submits state share of FICA to NJDOE for remittance 
x Prepares documentation and makes payments to NJ Pension – TPAF, PERS, DCRP 
x Prepares quarterly tax reports – 941, WR30, NJ927 
x Prepares year-end tax reports (W2’s 1095, etc.) 

New Hire/Terminations/Retirement/Changes in Employment 

x Maintains confidentiality and the upkeep of all payroll information/files  
x Manages and processes all pension enrollments, changes, transfers 
x Processes all new hire documentation as required by statute and policy 
x Yearly payroll audit preparation 
x Answers employee payroll inquiries in a responsive and professional manner 
x Processes retirement requirements online through Division of Pension 
x Other responsibilities and duties which are appropriate and necessary to the position as 

directed by the Superintendent and/or School Business Administrator. 

Terms of Employment: Twelve month position with compensation in accordance with 
negotiated agreement with the Superintendent or with the Hasbrouck Heights Board of 
Education. 

Evaluation: Performance of this position will be evaluated in accordance with the provisions of 
the Board’s policy on evaluation of non-certificated personnel. 

 

Approved: March 26, 2020 

 

 

 

 


