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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 6150

June 2000

POSITION TITLE:
Accountant

REPORTS TO:

Chief Financial Officer, and various managers and supervisors

Objective: To produce, maintain and provide reporting on the General Ledger to the Board of Education, District Management and other designated groups or individuals, as directed.  To provide technical direction and guidance on financial and accounting matters to various district personnel, as directed.

Essential Functions:
1. Produces, maintains and provides reporting on the General Ledger to the Board of Education, District Management and other designated groups or individuals, as directed.

2. Provides technical direction and guidance on financial and accounting matters to various district personnel, as directed.

3. Designs and submits monthly reports to the Board of Education.  Prepares ad hoc reports for management, as directed.

4. Performs an analytical review of monthly financial reports.  Identifies and resolves discrepancies, as directed.  Monitors trends to help identify problems.

5. Ensures proper accounting for revenues.  Determines that allocations meet required guidelines.

6. Refines and implements, as directed, system balancing procedures.  Ensures that systems sub-ledgers are in balance with the general ledger to include open encumbrances, accounts payable and inventory.

7. Runs general ledger system audits on a daily basis to identify problems.  Confers with vendors or I/S staff to resolve problems.  Tests new releases relating to the general ledger module.

8. Establishes general ledger system control files for new fiscal years.

9. Ensure proper accounting for year-end encumbrances.  Monitors systems procedures to ensure proper accounting.

10. Prepares schedules and analyses for external auditors, as requested.

11. Maintains a current state-of-the-art awareness of technical, legislative, professional trends and developments affecting essential functions performed.

12. Recommends changes in materials, equipment, supplies and technology to maintain and establish standards for quality of service delivery.

13. Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor’s degree in Accounting, Business Administration or equivalent. Two (2) or more years of progressively responsible accounting experience, preferably within a large school district or public sector employer.  Demonstrated experience with fund accounting is desired.  Strong communication and persuasive abilities, including verbal, written and presentation skills.  Demonstrated computer skills including spreadsheets, word processing and graphics.

Licensure/Qualifying Standards: None.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); fingerprinting; dress code; safety; security, disaster and other policies, procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.
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Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.  

