
FREMONT COUNTY SCHOOL DISTRICT #14 

ACCOUNTS PAYABLE/DISTRICT ADMINISTRATIVE SECRETARY 

JOB DESCRIPTION 

TITLE: Accounts Payable/District Administrative Secretary 

QUALIFICATIONS: 

1. Associates Degree in Accounting 

2. Financial Computer Program experience 

3. Three years experience working in a school or district office setting  

4. Experienced and skilled in using word processing programs  

5. Any alternatives to the above qualifications as the Board may find appropriate or 

acceptable. 

REPORTS TO: Superintendent and Assistant Superintendent for Business 

JOB GOAL: The job of Accounts Payable/District Administrative Secretary is to provide direct 

assistance to the Superintendent and Assistant Superintendent so they may devote maximum 

attention to the central issues or problems of education and educational administration, and to 

assure the smooth and efficient operation of the central administration office so that the office’s 

maximum positive impact on the education of children can be realized.  In addition for the 

purpose/s of ensuring the accuracy of payment of bills, spreadsheets, funds distribution, etc.; 

responding to inquiries and/or requests for data and/or reports; providing timely and accurate 

vendor records; coordinates all 1099’s; and ensuring that fiscal practices are followed and 

disbursement of funds are within proper and legal guidelines. 

PERFORMANCE RESPONSIBILITIES OF ACCOUNTS PAYABLE/ADMINISTRATIVE 

ASSISTANT: 

1. Adheres to district policies  

2. Arrives to work on time and attends work on a regular basis with amount of days missed 

not significantly impeding the performance of duties  

3. Demonstrates effective interpersonal relationship skills by greeting all visitors 

courteously and attempts to meet their needs to the best of his/her ability 

4. Uses discretion and maintains the same level of ethical behavior in handling situations 

requiring confidentiality as that which is expected of fully licensed professionals  

5. Works effectively with all levels of school personnel 



6. Selects appropriate channels for resolving concerns/problems 

7. Demonstrates effective communication skills by speaking clearly and expressing ideas 

logically and giving clear, explicit explanations 

8. Uses written communication appropriately and professionally 

9. Places and answers calls, records messages, maintains a log of calls and returns phone 

calls promptly  

10. Maintains an appropriate and flexible schedule 

11. Maintains and submits reports in a accurate and timely manner 

12. Processes incoming and outgoing mail 

13. Accurately transcribes and types minutes of board meetings 

14. Disseminates information for the Superintendent and Assistant Superintendent in an 

accurate and timely manner 

15. Contacts board members at the direction of the Superintendent 

16. Synthesizes board communications to organize, plan and set special meetings 

17. Manages employee application and certification processes 

18. Plans, organizes, and implements district-wide school lunch record keeping and reporting 

system  

19. Maintains a schedule of appointments and makes arrangements for conferences, 

interviews, etc. with the Superintendent 

20. Keeps Board Policy Manual updated 

21. Orders and maintains office supplies as needed 

22. Types and copies a wide variety of materials for the board and central administration 

office 

23. Provides accurate data to schools and district as requested 

24. Attends appropriate meetings 

25. Encourages, models, and maintains high standards of conduct 

26. Stays current with job-related trends 

27. Performs other duties as may from time to time be assigned by supervisors and cross 

training within office. 



28. Assists schools and departments on system review of expenses for the purpose of 

maintaining accurate account balances and complying with related policies, practices 

and/or regulations. 

29. Attends meetings for the purpose of conveying and/or receiving information required to 

perform functions. 

30. Communicates with a variety of internal and external parties (e.g. vendors; local, State, and 

Federal agencies, etc.), for the purpose of ensuring accurate processing of purchase orders. 

31. Compiles data from a wide variety of sources (e.g. vendors, schools, departments, etc.), for 

the purpose of analyzing issues, ensuring compliance with mandated requirements, and/or 

monitoring program components. 

32. Coordinates the purchasing process with other departments and schools for the purpose of 

delivering services in conformance with established guidelines. 

33. Informs vendors and school personnel regarding required documentation and/or 

procedures for the purpose of conveying information necessary to complete transactions. 

34. Maintains a wide variety of purchasing information, files and records (e.g. local purchase 

orders, invoices, receiving reports, vendor records, etc.), for the purpose of providing an 

up-to-date reference and audit trail for compliance. 

35. Monitors assigned purchasing activities and/or program components (e.g. working with 

new users on finance system for Accounts Payable, updating and testing on SAP, etc.), for 

the purpose of coordinating activities and ensuring compliance with established financial, 

legal and/or administrative requirements. 

36. Performs record keeping and general and program specific clerical functions (e.g. 

scheduling, copying, faxing, etc.) for the purpose of supporting departmental operations. 

37. Prepares a variety of purchasing related documents (e.g. accounts payable vendor records, 

1099’s and follow-up, etc.), for the purpose of documenting activities and issues; meeting 

compliance requirements, and providing audit references. 

38. Prepares written materials (e.g. reports, memos, letters, scanning of invoices, etc.), for the 

purpose of documenting activities, providing written reference and/or conveying 

information. 



39. Processes documents, materials and checks needed for distribution of funds (e.g. checks 

for purchase orders, W-9 statements, etc.) for the purpose of disseminating information to 

appropriate parties and meeting the district’s financial obligations. 

40. Reconciles vendor accounts for the purpose of maintaining accurate account balances and 

complying with related policies, practices and/or regulations. 

41. Researches discrepancies of purchasing information and/or documentation (e.g. 

differences between orders and invoices, etc.), for the purpose of ensuring accuracy and 

adherence to procedures prior to processing. 

42. Responds to written and verbal inquiries (e.g. requests from auditors, board, staff, vendors, 

etc.), for the purpose of providing information and/or direction. 

43. Verifies a variety of purchasing related information (e.g. system transactions, check 

processing, statements from vendors, etc.), for the purpose of ensuring accurate distribution 

of funds. 

44. Performs other related duties, as assigned, for the purpose of ensuring the efficient and 

effective functioning of the work unit. 

Skills, Knowledge and Abilities 

SKILLS are required to perform single, technical tasks with a need to occasionally upgrade skills 

in order to meet changing job conditions. Specific skills required to satisfactorily perform the 

functions of the job include: operating standard office equipment; performing accounting 

procedures; performing standard bookkeeping; planning and managing projects; preparing and 

maintaining accurate records; and using pertinent software applications. 

KNOWLEDGE is required to perform basic math, including calculations using fractions, 

percentages, and/or ratios; read a variety of manuals, write documents following prescribed 

formats, and/or present information to others; and understand complex, multi-step written and 

oral instructions. Specific knowledge required to satisfactorily perform the functions of the job 

includes: accounting/bookkeeping principles; business telephone etiquette; and concepts of 

grammar and punctuation. 

ABILITY is required to schedule activities; gather, collate, and/or classify data; and use basic, 

job-related equipment.  Flexibility is required to work with others in a variety of circumstances; 

work with data utilizing defined but different processes; and operate equipment using defined 

methods. Ability is also required to work with a diversity of individuals and/or groups; work 



with data of varied types and/or purposes; and utilize specific, job-related equipment. In working 

with others, problem solving is required to analyze issues and create action plans. Problem 

solving with data frequently requires independent interpretation of guidelines; and problem 

solving with equipment is limited to moderate. Specific abilities required to satisfactorily 

perform the functions of the job include: adapting to changing work priorities; communicating 

with diverse groups; maintaining confidentiality; meeting deadlines and schedules; setting 

priorities; working as part of a team; working with detailed information/data; and working with 

frequent interruptions. 

TERMS OF EMPLOYMENT: At-will 260 days  

EVALUATION:  Performance of this job will be evaluated in accordance with provisions of the 

Board’s policy on the evaluation of support staff. 

 

_________________________________________   __________________ 

Name Date 

 

________________________________________   __________________ 

Supervisor Date 

  


