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TITLE:				TREASURER’S OFFICE SUPPORT STAFF:  ACCOUNTS PAYABLE 

REPORTS TO:			Treasurer

EMPLOYMENT STATUS:	Regular, full time         
Pay Grade 10

FLSA STATUS:			Non-Exempt

POSITION SUMMARY:	Make payments of all monies owed by the school district, except payroll.

ESSENTIAL FUNCTIONS:
· Comprehensive knowledge of public school accounting and finance.  Maintain and monitor appropriate accounting and auditing principles and Board of Education policies.
· Proficiency working with excel and filemaker.
· Ability to work effectively with others and provide customer service.
· Oversee/manage financial aspects of athletic accounts and student activity groups.
· Provide training, support and offer guidance to athletic dept. and student activity advisors in proper execution of their job responsibilities and proper accounting procedures.
· Ability to organize and problem solve in a multi-task environment.
· Process refunds.
· Investigate and balance returned checks.
· Maintain inventory listing of fixed assets in all buildings/departments and assist with physical inventory procedures.
· Review and confirm correct budget codes are utilized and provide recommendations and guidance to building secretaries and principals when needed.
· Prepare account transfers as needed.
· Ability to review and analyze budgets and financial reports.
· Process/create, compile and distribute purchase orders from requisitions that are entered at the building/department level.
· Prepare weekly check runs for vendor payments.
· Maintain purchase order file, filing invoices and processing payments to vendors.
· Maintain confidentiality.
· Maintain old vendor listings and add new vendors when needed.
· Maintain files, distribute mail, answer phones.

OTHER DUTIES AND RESPONSIBILITIES:
· Maintain an appropriate personal appearance.
· Observe all safety and health regulations of the school district.
· Perform other duties as assigned by the Treasurer.

QUALIFICATIONS:
· High School diploma.
· Accounting experience preferred.
· Alternative to the above qualifications as the Treasurer, Superintendent and/or Board of Education may find appropriate.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:
· Knowledge of accounting procedures.
· Computer literacy, including typing skills.
· Knowledge of State software or willingness to acquire such knowledge.
· Ability to work with high accuracy on tasks requiring sustained attention to details.
· Highly accurate basic math skills.
· Ability to work cooperatively with adults.
· Ability to be bonded.

EQUIPMENT OPERATED:
· Various office machines, such as copiers, shredders, fax machines.
· Computer/printer.
· Ten-key calculator.

WORKING CONDITIONS:
· Repetitive hand motions (typing/computer).
· Potential exposure to blood or other bodily fluids and tissue.
· Occasional operation of a vehicle in inclement weather.
· Regular requirement to sit, stand, walk, talk, hear, see, read, reach with hands and arms, stoop, crouch, and kneel.
· Occasional requirement to lift, carry, push and pull various items; for example, office supplies, up to 25 lbs.

NOTE:  The above lists may not be ranked in order of importance.

CONDITIONS OF EMPLOYMENT:
· Length of Employment:  One Year Limited Contract
· Salary:  Based on current classified salary schedule with appropriate experience and training
· Fringe Benefits:  Based on current classified handbook
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