SANDUSKY CITY SCHOOLS

Classified Personnel

JOB DESCRIPTION

Title:


Fiscal Specialist
Qualifications:

Education:  Minimum of Associates Degree in Accounting, Finance or related field from an accredited institution.  Experience may be considered as a substitute for degree.




General:  dependability, accuracy, a sense of responsibility, neatness, and honesty.




Skill:  Familiarity with computerized accounting systems, spreadsheet operations, word processing programs, office protocol and ability to interact with public, vendors and employees in a pleasant and professional manner. Payroll experience with state software (USPS and USAS) desirable.

Reports to:

Assistant Treasurer and Treasurer


Job Responsibility:
To perform duties in adherence with local, state and federal rules and regulations and Board of Education Policies.

CRITICAL AND ESSENTIAL FUNCTIONS

1. Assists the fiscal department as a payroll support specialist, working on weekly absences,         

    time card processing.
2. Monitors contract payments and processes requisitions for vendor contracts for the   

    district.
3. Assists with Medicaid reimbursement reports for the district.

4. Responsible to assist with Inventory reporting for the district.

5. Monitors all enrollment data forms for the health insurance for employees with the     


District; assists with health insurance distribution of materials to staff.
6. Sort Business Office mail.
7. Works with the Treasurer for proofing of minutes, financial publications, financial


website information, and other communications.

Job Description – Classified Personnel


Fiscal Support Specialist
CRITICAL AND ESSENTIAL FUNCTIONS
  8.
Maintains Contracts database for the district.

  9.
Certify all contracts through the Auditor of State and the SAM system.

10.
Serves as support in all functions of the fiscal office.

11.
Cross trained in all areas of the Fiscal Office, as assigned.

12.
Such additional duties and responsibilities as assigned by the administrator.
