Payroll Clerk
1. Open mail and record incoming cash

2. Check time sheets for accuracy before pick-up by payroll processor
3. Prepare payroll checks for deposit.

4. Maintains SCSP time sheets and payroll records.
5. Deposit Cash

6. Check invoices for accuracy 

7. Write checks
8. Prepare documentations for all taxes

9. Secure signatures for checks

10. File paid invoices by vendor’s name
11. Prepare 1099’s 

12. Check copying and mailing log for accuracy.

13. Performs other related duties as directed

