








PLEASE POST -amended 								2026-52

JOB OPENING


TITLE:			PAYROLL CLERK (Competitive/Permanent) - 

DEPARTMENT:		Police Department 

SALARY:		$26.356 - $27.744/HOUR

SHIFT:			Sunday through Thursday, 8:00 am - 3:30 pm
			
DATE:			August 3, 2026





DISTINGUISHING FEATURES OF THE CLASS
The work involves maintaining payroll records, reports and employee roster records.  This is a specialized clerical position, ensuring the proper maintenance of employee payroll records and assisting others in proper payroll documentation procedures.  Work is performed under the direct supervision of an administrative or clerical employee of higher rank, with considerable leeway for independent judgment in carrying out assignments.  Supervision is not normally required for this class title; however, on an occasional basis, supervision may be exercised over lower level clerical employees.  Does related work as required. 

TYPICAL WORK ACTIVITIES
Compiles payroll figures and keeps records of withholding taxes, social security, retirement, insurance, and other deductions;
Prepares roster cards; posts entries involving appointments, salary increases, probation reports, promotions, resignations, terminations, etc;
Makes decisions on payroll questions using established criteria;
Using the payroll-computerized system, compiles, collects and disseminates statistical data;
Conducts annual certification of payroll to ensure accuracy of payroll data;
Participates in preparing regular and periodic state and local reports;
Maintains related files and records in connection with forms, correspondence, and reports; 
Answers routine inquiries on employee service records;
Plans work program to meet payroll schedules;
Performs other general and specialized clerical work;
May occasionally operate a keyboard to transcribe data to punch cards, tapes, and magnetic discs or directly to a computer.


REQUIRED KNOWLEDGE, SKILLS AND ABILITIES
Good knowledge of office terminology procedures and equipment; working knowledge of forms procedures and terminology involved in the maintenance and checking of employee roster records and payrolls; ability to operate micro-computer and/or computer terminal; good knowledge of business arithmetic and English; ability to understand and follow detailed oral and written instructions; ability to get along well with others; industry and dependability; a high degree of accuracy; physical condition commensurate with the demands of the position.



MINIMUM QUALIFICATIONS
Graduation from high school or possession of a high school equivalency diploma and three (3) years of general office experience, one (1) year of which involved working with payrolls.

NOTE:	Verifiable part-time and/or volunteer experience will be pro-rated toward meeting full-time experience requirements.


THIS NOTICE IS POSTED IN COMPLIANCE WITH THE COLLECTIVE BARGAINING AGREEMENT BETWEEN THE TOWN OF CHEEKTOWAGA AND THE TOWN OF CHEEKTOWAGA EMPLOYEES ASSOCIATION AND SHALL REMAIN POSTED FOR A PERIOD OF EIGHT (8) WORKING DAYS.  PLEASE SUBMIT AN ORIGINAL BID APPLICATION ADDRESSED TO THE PERSONNEL DEPARTMENT, A COPY OF SAME TO THE CHIEF OF POLICE (Brian Coons) AND TO THE PRESIDENT OF THE TOWN OF CHEEKTOWAGA EMPLOYEES ASSOCIATION (Greg Magnuszewski).
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Job Application Sept 2024 -1pdf.docx
Town Of Cheektowaga Employment Application

Attention: Personnel Department, 3301 Broadway Cheektowaga, New York 14227

 **Please note you must be a resident of the Town of Cheektowaga** 













Position Applied For 	Today’s Date 	

Job Posting Number: 	

Referral Source (Advertisement, Employee, Walk-in, Other) : 	_



Name 	

LAST	FIRST	MIDDLE



Address 	

STREET	CITY, STATE	ZIP



TELEPHONE # 	CELL # 	E-MAIL 	



If necessary, best time to call you at home is 		May we contact you at work? 	Yes 	No

If yes, work number & best time to call 	

If you are under 18 and it is required, can you furnish a work permit? 	Yes 	No

If no, please explain 	

Have you submitted an application here before? 	 If yes, please give dates and positions 	

Have you ever been employed here before? 	 If yes, give dates 	

Are you legally eligible for employment in this country? 	Yes 	No

Date available for work 	 What is your desired salary range? 	

Type of employment desired 	Full-Time 		Part-Time 		Temporary 	Seasonal 	Educational Co-Op Will you relocate if job requires it? 	Yes 	No	Will you travel if job requires it? 		Yes 	No

Are you able to meet the attendance requirements of the position? 	Yes 	No

Will you work overtime if required? 	Yes 	No	If no, please explain 	

Have you ever been bonded? 	Yes 	No

Have you ever pled “guilty” or “no contest” to, or been convicted of a crime? 	Yes 	No

If yes, please provide date(s) and details 	

Answering yes to these questions does not constitute an automatic bar to employment. Factors such as date of the offense, seriousness and nature of the violation, rehabilitation and position applied for will be taken into account.

Driver’s license number if driving is an essential job function 	State 	





EDUCATIONAL HISTORY

List the last three (3) schools attended, starting with most recent first.





		SCHOOL

		NUMBER OF YEARS COMPLETED

		DEGREE OR DIPLOMA

		GPA CLASS RANK

		MAJOR



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





REFERENCES

List name and telephone number of three (3) business/work references who are not related to you and are not previous supervi-sors. If not applicable, list three school or personal references who are not related to you.



		NAME

		TELEPHONE

		NUMBER OF YEARS KNOWN



		



		



		







EMPLOYMENT HISTORY



Provide the following information of your past and current employers, assignments or volunteer activities, starting with the most recent (use additional sheets if necessary). Explain any gaps in employment.



Employer	Address	Telephone #



Starting Job Title/Final Job Title	Immediate Supervisor and Title





Dates Employed:

From 	To	

Summarize the type of work performed/job responsibilities: 	







Reason for Leaving : 	



May we contact for a reference? 	Yes 	No 	Later



		

		Employer

		Address

		Telephone #



		

		Starting Job Title/Final Job Title

		

		Immediate Supervisor and Title



		

		Dates Employed:

		

		





From 	To	

Summarize the type of work performed/job responsibilities: 	







Reason for Leaving : 	

May we contact for a reference? 	Yes 	No 	Later



		

		Employer

		Address

		Telephone #



		

		Starting Job Title/Final Job Title

		

		Immediate Supervisor and Title



		

		Dates Employed:

		

		





From 	To	

Summarize the type of work performed/job responsibilities: 	





Reason for Leaving : 	



I certify that all information I have provided in order to apply for and secure work with the employer is true, complete and correct. I understand that any information provided by me that is found to be false or misrepre-sented in any respect, will be sufficient cause to cancel further consideration of this application or immediately discharge me from the employer’s service, whenever it is discovered. I expressly authorize, without reserva-tion, the employer and its representatives, employees and agents to contact and obtain information from all ref-erences provided by me on this application. I hereby waive any and all rights and claims I may have regarding the employer, its agents, employees or representatives, for seeking and using such information in the employ-ment process and all other persons, corporations or organizations for furnishing such information about me. I understand that if I am hired, I will be required to provide proof of identity and legal authority to work in the United States and that federal immigration laws require me to complete an I-9 Form in this regard.

Signature of Applicant 	Date 	


