
 

 

 

 

 Payroll Clerk 

Employer  

South Central Kansas Health 

6401 Patterson Pkwy,   

Arkansas City, KS 67005 

620-442-2500 

Job Description  

1. Responsible for the general clerical functions of the human resource and 
payroll areas. 

2. Screen all HR related calls and visitors. 
3. Perform the required duties to prepare payroll data for computation and 

maintain associated records. 
4. Verify time records to schedules, doctor’s notes, and overtime 

authorizations and investigate and rectify any discrepancies. 
5. Prepare sick pay, vacation pay, holiday pay, employee rates, rate 

changes, and transfers to employee files. 
6. Check and reconcile any discrepancies with employees concerning their 

pay. 

7. Reconcile payroll as prepared and prepare for posting to general ledger. 
8. Prepare reports to government agencies, taxes, social security, etc. 

pertaining to payroll. 
9. Responsible for informing the Director of Human Resources of any 

discrepancies found within the HR policies and files. 
10. Responsible for maintaining human resource files; including 

databases designed for tracking purposes. 
11. Assists with onboarding new staff with paperwork and preparing 

badges. 
12. Maintain employee licensure spreadsheet and update as required. 

13. Additional duties as assigned. 

Qualifications: 

Education: GED or high school diploma required. 

Experience: Prefer candidates with experience in human resources. 

Visit Cowley-Works for more Job Opportunities near you!  

https://www.cowleycounty.org/CowleyFirstJobListings


 

 

Other: Candidates must be able to communicate effectively with a diverse staff. 

Working Conditions: 

Will be required to work in the department. Work will be somewhat 

routine in nature at times. Employee will be required to communicate 
effectively with a diverse group of employees and outside contacts on a 

regular basis. Employees’ work will be subject to frequent interruptions 
from staff and customers. Work will require attention to detail and follow 

through. Employee must be able to function independently and with little 
supervision. May be exposed to hazardous chemicals and bio-hazardous 

waste. Occasional exposure to noise, lighting, and/or temperature levels.  

 

Apply  

Apply Here  

The SCKMC application process consists of three forms: 

1. General Application   2. Release Authorization   3. Confidentiality Agreement 

Please complete ALL THREE forms. 

 

https://sckrmc.com/careers/

