
 

INTEROFFICE MEMORANDUM 

TO: DR. JAMES HOFFMAN, SUPERINTENDENT 

FROM: MICHAEL OUIMET 

SUBJECT: PAYROLL CLERK 

DATE: MAY 15, 2015 

CC: BOARD OF EDUCATION 

I am pleased to recommend the probationary appointment of Ms. Trisha Jansen to the 
position of Payroll Clerk in the Business Office, responsible for payroll administration and 
Affordable Care Act reporting.   Catina Riley, District Treasurer, Yvonne Phillips, my 
Administrative Assistant and myself interviewed six applicants for the payroll position and while 
we had several excellent candidates, Trisha established herself as the clear choice to fill this 
important role in our Business Office. 

Trisha comes to Averill Park from the Berlin Central School District where she has been their 
payroll administrator for the past five years responsible for all facets of payroll management, as 
well as serving as the Human Resources Administrator and Extra Classroom Treasurer.  Trisha 
lead the migration of Berlin’s payroll system to the Finance Manager integrated accounting 
system platform which is the same system we are using in our district. 

Prior to joining the Business Office staff, Trisha worked for three years as the Senior Typist 
in the Office of Pupil Personnel Services for the Berlin CSD.  In that capacity, she prepared 
IEP’s, STAC forms, Medicaid claims, developed federal funds budgets and assisted in IDEA 
grant writing.   

Trisha’s extensive school district experience in payroll, human resources and accounting will 
provide the district with an already cross-trained staff member who can assist in other areas of the 
Business Office whenever necessary.  Trisha’s strong desire to enhance her competencies and 
knowledge of business office functions impressed our interview team and will certainly help 
support our focus on continuity of operations during staff leave periods. 

Trisha’s references describe her as dependable with strong customer service skills, team-
oriented, committed to timelines and willing to work extra time when needed, all characteristic 
that will serve our district well in her capacity as Payroll Clerk  

Ms. Jansen’s work experience, knowledge and dedication to her job make her an excellent 
candidate for employment with our district.  Again, I am pleased to recommend Trisha’s 
appointment to the probationary position of Payroll Clerk effective June 16, 2015. 

Please place this recommendation on the May 26, 2015 Board of Education meeting agenda.  
Please do not hesitate to contact me if you have any questions regarding this recommendation.  


