
DEKALB COUNTY REHAB & NURSING CENTER 

JOB DESCRIPTION 

PAYROLL CLERK 

JOB STANDARD 

1. High school graduate with at least one year of clerical experience especially in payroll. 

2. Must possess good organizational skills. 

3. Ability to operate a computer with extensive knowledge of word processor, spread sheet, and nursing 
home payroll software. Skills should include use of basic office equipment such as typewriter, 
calculator, computer, etc. 

4. Ability to maintain records and files. 

5. Must have current Cardiopulmonary Resuscitation Certification. 

6. Must have on-going inservice education. 

7. Must attend and complete orientation class. 

8. Must have physical exam and 2 tuberculin skin tests ( chest x-ray if positive reactor) within 10 days of 
beginning employment. 

9. Must be able to safely perform the essential job functions with or without reasonable accommodation. 

10. Requires ability to communicate effectively both orally and in writing. 

JOB RESPONSIBILITIES AND DUTIES 

1. Performs all duties relating to payroll such as: payroll maintenance, computation of time cards, and 
input of payroll information into the computer. 

2. Maintains all records relating to payroll. 

3. Do staffing and salary cost report log. 

4. Completes any employment verifications, Illinois Department of Public Aid requests, and Housing 
Authority requests. 

5. Maintains exit interview logs. 

6. Processes retirement and disability claims for IMRF, workers compensation claims, and updates 
OSHA reports. 

7. Relieves Receptionist and is on-call for weekends for Receptionist as scheduled. 

8. Performs other duties as required or assigned. 



PHYSICAL/SENSORY/COGNITIVE REQUIREMENTS: 

Physical 

1. Strength: 

A) 

Ability to lift, move and turn on a regular basis. This requires varying degrees of pushing, 
pulling, lifting and turning to move equipment. (Done as needed). 

2. Manual Dexterity: 
a. Must be able to continuously perform simple manipulative tasks. Occasionally perform 

difficult manipulative tasks. (Done as needed). 
b. Must be able to use pen, pencil, scissors, calculators, copy machine, fax machine, 

telephone, computer, printer, paper cutter, keyless entry system, etc. (Done as needed). 

3. Coordination: 
Requires fine motor coordination to complete specialized tasks as described above (#2). 
(Done continuously). 

4. Mobility 
Must be able to stand, walk frequently. Must be able to sit for long periods of time. 
Frequently squat, bend to floor, reach over the shoulder, kneel, twist, sit, stand. 

5. Speech 
Must be able to continuously articulate clearly and precisely. 

6. Emotional Stability 
Must be able to continuously deal effectively with stress created by residents, families, 
multiple tasks, repetitive tasks, noises, interruptions and work cooperatively as part of the 
health care team while maintaining a pleasant demeanor. 

B) Sensory: 

1. Vision - Must have ability to read small print, computerized print, digital screens, written 
material, forms and similar equipment. Must be able to distinguish colors for warning lights 
and signs. (Done continuously). 

2. Hearing 
a. Must be able to hear continuously� hear normal sounds and voice patterns with some 

background noise. Must be able to receive verbal instructions and converse with residents, 
co-workers, families and visitors. Must be able to respond to audible emergency signals, 
alarms, and be able to answer and use the phone. (Done continuously). 

b. Must be able to distinguish sounds. Must be able to hear and understand voice pages. 
Must be able to hear telephone conversation. Must be able to differentiate alarms. (Done 
frequently). 

3. Smell 
Must be able to detect the odor of smoke, gas, etc. (Done frequently). 

C) 

1. 

Cognitive 

Concentration 



2. 

Ability to concentrate on multi-step tasks with constant interruptions. Requires ability to 
assess and complete multitude of tasks throughout the day. Tasks may overlap. Must be 
able to prioritize over long periods of time. (Done continuously). 

2. Attention Span 
Attend to a function from 5 minutes to long periods of time. (Done continuously). 

3. Conceptualization 
Must be able to problem solve. Must be able to understand and relate specific ideas, 
concepts, etc. (Done continuously). 

4. Memory 
Must have short and long term memory for tasks, policies and procedures. (Done 
continuously). 

WORK SETTING/ENVIRONMENT 

1. Work is performed indoors primarily in an office environment. The nursing home is well lighted and 
clean with some exposure to dust. Heat and air conditioning are controlled by the buildings central 
system. 

There is frequent exposure to employees and visitors. 

3. Constant exposure to computer monitor, video display terminal. 

EQUIPMENT USED 
Calculator, call/intercom system, computer, copy machine, electric pencil sharpener, electronic time 
clock, fax machine, file cabinet, fire extinguisher, hole punch, keyless entry systems, microwave 
oven, paper cutter, pen, pencil, printer, safety monitor, scissors, secure care system, stapler, switches, 
telephone, thermostat, typewriter, video equipment, weather radio, wheel chairs. 

EMPLOYEE RESPONSIBILITIES IN EMERGENCY 
Must have thorough knowledge of all emergency and disaster procedures of facility. This includes the 
ability to assist with evacuation. 
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