
 

 

“Driven by Student Success” 

MISSION- Our purpose is to prepare students to be well balanced citizens ready to participate in a global 

society by providing an engaging and challenging education in a safe environment.  

 

Reports to: Business Manager 

General Responsibility:  To assist and support the School and Central Administration in providing a 

quality educational environment through sound accounting practice and recording of the financial 

affairs of the district. 

Status: Full Time, 12-month position; work days and hours will be determined by the Superintendent. 

Payment Rate: Classified Hourly Rate Schedule 

 

Qualifications: 

 High School Diploma or equivalent plus three years of bookkeeping/accounting experience OR 

A.S. degree in Business, Accounting or related field. 

 Accounting skills and ability to perform all functions and duties as listed below. 

 Experience with accounting software, experience with Microsoft programs (Word, Excel, ect), 

internet, data entry, and e-mail. 

 Experience with general office equipment including, but not limited to, copiers, printers, fax 

machine, scanners, filing systems, vendor purchasing software, shredders, ect. 

 Organizational skills, able to multi-task, be self-motivated, and able to work independently to 

meet deadlines. 

 Ability to communicate effectively verbally and in writing. 

 Ability to maintain confidentiality in matters of student and staff personnel information and in 

the general business of the office operations. 

 Ability to work with minimum supervision. 

 Complete Criminal Justice Fingerprinting and Background Clearance 

 

Essential Functions 

 Must have the ability to prioritize and handle the pressure of working within tight deadlines as 

well as problem solving. 

Accounting Clerk 
Support Staff Position 

 

 



 Strong attention to detail and organization. 

 Ensure that all activities conform to district policies and procedures. 

 Communicate effectively with all members of the school district and community. 

 React to change productively and handle other tasks as assigned. 

 Support the value of an education, and the philosophy and vision of FCSD#6. 

Duties Shall Include But Are Not Limited To: 

1. General reception, communicate with and assist staff and district patrons. 

2. Participates in meetings, in-service training, and workshops. 

3. Deposits funds in accordance with established procedures to ensure money is accounted for in 

an accurate manner. Writing cash receipts and preparing deposits for the bank. 

4. Purchasing duties in accordance with established procedures. 

a. Issuance of purchase orders after requisitions and approvals are completed and in 

accordance with established procedures. 

b. Maintains purchasing information, files and records to ensure proper documentation. 

c. Convey orders to vendors including tax exempt information, W-9’s, quoted prices, and 

other information as appropriate. Orders items listed on purchase orders through a 

variety of means such as fax, phone, internet, etc. 

d. Negotiates with vendors for the purpose of resolving purchasing issues and/or ensuring 

purchases are within state and district requirements/regulations. 

e. Uses Cooperative purchasing agreements where possible. 

f. Obtain bids or quotes for certain items in accordance with established procedures. 

g. Research suppliers, equipment and regulations for the purpose of ensuring conformity 

to regulations and budgetary guidelines. 

5. Payroll duties 

a. Data entry of staff absence and school leaves and reconciliation of substitutes. 

b. Data entry of time sheets. 

c. Researches discrepancies of payroll information and/or documentation for the purpose 

of ensuring accuracy and adherence to procedures prior to processing payroll. 

d. Responds to inquiries regarding payroll procedures. 

e. Other payroll duties as assigned. 

6. Process bills for payment 

a. Compile and sort invoices and checks. 

b. Issues checks for accounts payable after proper authorization. 

c. Weekly checks for officials after proper authorization. 

d. Compliance with W-9’s and 1099 information for contracted services. 

e. Place checks in envelopes and mail out. 

f. Match invoices and packing slips to purchase orders. 

g. Reconciling credit card and vendor statements and researching all discrepancies. 

h. Research, track and resolve accounts payable problems. 

i. Prompt preparation of required reports. 



j. Provides monthly accounting of all expenditures for the purpose of providing a list of 

bills to be approved by the Board of Trustees for payment per District timelines. 

7. Receiving duties 

a. Checks in freight and compares with approved purchase orders. 

b. Rejects freight without and approved purchase order as appropriate. 

c. Enters all received items into the accounting system for payment. 

d. Maintains all purchase orders and packing slips in an organized fashion for each fiscal 

year. 

e. Tags assets as they are received in accordance with established procedures and updates 

assets in the computer system. 

8. Inventory duties 

a. Completes inventories of tagged assets. 

b. Maintains tagged asset records. 

9. Assists auditors for the purpose of providing supporting documentation and/or information on 

internal processes that are required for the audit. 

10. Performs general clerical functions for the purpose of supporting Central Office operations. 

11. Other duties as assigned. 

12. To support the district Mission, Vision, Operating Principals, Goals for improvement in student 

learning 

13. Uphold district policies and procedures 

14. Engage in continuous professional growth 

 

Work Days: Determined by Superintendent. 

Physical Requirements:  

Occasionally requires physical exertion to manually move, lift, carry, pull or push heavy objects or 

materials, stooping, bending and reaching, climbing stairs and use a small step ladder. 

 

Employee Name _________________________________ 

Employee Signature ___________________________________________ Date ____________ 
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