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S‘DB Class Specification

ACCOUNTING MANAGER

DEPARTMENT: BJECT MATTER: RISK LEVEL:

BUSINESS SERVICES LOW

HUMAN RE RCE E | PAY GRADE: FLSA STATUS:
ONLY: 18 EXEMPT

JOB CODE: CLASS CODE: EEO CODE:

GSD11150 01 1

CLASS SUMMARY

The purpose of this position is to assist the Director of Business Services with the day-to-day functions of payroll, travel, accounts payable, accounts
receivable, general accounting, student service billing and school activity accounting. The position will work with minimum supervision, schedules workload,
completes assigned projects on time, within scope, works accurately and efficiently with attention to detail and makes routine employment decisions by
setting goals, monitoring performance, and taking appropriate follow-up actions. The position will also be responsible for some or all of the listed duties and/or
additional duties that occur from time to time.

The position receives supervision and work assignments as needed from the Director of Business Services and exercises direct supervision over the Payroll,
Travel, Accounts Payable, Accounts Receivable, School Accounting and Student Services staff.

Essential duties include:

» Oversees, manages and implements all functions/application of the payroll and travel department, ensuring proper and accurate payment and reporting of
employee wages in compliance with all State, Federal and local entity requirements.

« Assures the quality control of all payroll transactions, travel claims and payroll accounting.

* Responsible for all phases of ASDB payroll, utilizing multiple funding sources and assuring proper accountability.

« Analyzing a variety of financial information (e.g. budget variances, cost projections, etc.) for the purpose of providing direction and support, making
recommendations, maximizing use of funds, and/or ensuring overall operations are within budget.

« Collaborating with internal and external personnel (e.g. other administrators, auditors, public agencies, community members, etc.) for the purpose of
implementing and/or maintaining services and programs.

» Compiling data from a wide variety of sources for the purpose of analyzing issues, ensuring compliance with agency policies and procedures, and/or
monitoring program components.

* Developing special and regular financial reports (e.g. financial statements, reports for the Board, Superintendent, department administrators, etc.) for the
purpose of ensuring resources are available to maintain and fulfill the agency's educational mission.

» Maintaining a variety of manual and electronic fiscal information, files and records (e.g. agency accounting records, fund balances, and internal controls,
etc.) for the purpose of providing an up-to-date reference and audit trail in accordance with generally accepted accounting principles, forecasting agency
expenditures, ensuring that allocations are accurate, revenues are recorded, expenses are within budget limits and/or fiscal practices are followed.

* Responding to a wide variety of inquiries of staff, agency personnel, other professional organizations, etc. (e.g. accounting guidelines, expenditure and
revenue status, etc.) for the purpose of resolving problems, providing information and/or referring to appropriate personnel.

« Overseeing and ensuring that all student activity accounts and trust funds operate in accordance with Board Policy and proper accounting procedures.

« Overseeing the collection of voucher revenues, fee for service billings, and processing of school district tuition reimbursements.

+ Overseeing the accounts payable functions, including disbursements, vendor relations, and reconciliations.

* Supervising assigned business services staff (Payroll, Travel, Accounts Payable, School Accounting and Student Services) for the purpose of ensuring their
individual performance objectives are met.

« Keeping current with federal and state laws impacting the agency's business operations and accounting standards, as well as proposed legislation
impacting financial operations and school management developments, by attending conferences and other professional development activities.

« Developing internal control policies, guidelines, and procedures for activities such as cash management and accounting.

« Travels to agency schools and administrative sites.

+ Performing other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work unit.

Program Director Approval:
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TRAINING AND EXPERIENCE:

Required Qualifications:

- Bachelor's degree Degree in Business, Accounting, Finance, or a related field
- Five years of experience in accounting or finance

- Two years of supervisory and management experience

Preferred/Desired Qualifications:

- Prior school business or governmental accounting experience

- Experience with governmental accounting processes and practices, including
encumbrances, budget basis accounting, and generally accepted accounting
principles

- Proficient with Microsoft Word, Excel, Google Workspace

- Effective verbal, listening, and written communication skills

- Strong leadership and supervisory skills

LICENSIN ERTIFICATION REQUIREMENTS:
e Must be able to pass FBI and State background check or Fingerprint Clearance Card
as position requires by policy or Statute
¢ Defensive Driver Training Program to be completed by all agency personnel that drive
on State business
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ACCOUNTING MANAGER

KNOWLEDGE OF:

e Policies, procedures, and programs of the immediate work unit
e Principles and practices of administration and management
e Agency or program rules, regulations, and operating procedures

« Significant skills in analysis, interpretation and communication of financial data
automated accounting systems

DEMONSTRATED SKILL/ABILITY TO:

» Communicate information and ideas effectively so that others will understand

» Analyze and interpret financial data

» Apply a logical thought process necessary for problem solving and decision-making

* Research and reconcile documents to automated systems

 Organize and prioritize

* Attention to detail and accuracy

* Provide quality customer service

* Evaluate organizational processes with an eye for increasing effectiveness &
efficiencies and operational improvements

* Identify training and development needs, evaluate workloads and resources
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ACCOUNTING MANAGER

ADA AND OTHER REQUIREMENTS:
Physical Activity —

Stooping, Kneeling, Reaching, Crouching, Walking, Grasping, Talking and Hearing,
Repetitive Motion.

Physical Requirements —

Sedentary work. Exerting up to 10 pounds of force occasionally and/or negligible
amount of force frequently or constantly to lift, carry, push, pull or otherwise move
objects, including the human body. Sedentary work involves sitting most of the time.
Jobs are sedentary if walking and standing are required only occasionally and all other
sedentary criteria are met.

Visual Acuity —

The worker is required to have close visual acuity to perform an activity such as:
preparing and analyzing data and figures; transcribing; viewing a computer terminal;
extensive reading; visual inspection involving small defects, small parts, and/or
operation of machines (including inspection); using measurement devices; and/or
assembly or fabrication parts at distances close to the eyes.

Working Conditions —

None. The worker is not substantially exposed to adverse environmental conditions
(such as in typical office or administrative work).

Risk Level -
LOW
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ESSENTIAL DUTIES:

This class specification represents only the core areas of responsibilities;
specific position assignments will vary depending upon the needs of the
department.

PERCENT
OF TIME

EREQUENCY
Daily/Monthly
/As Required

Train, supervise and evaluate the performance of staff; provide clear, constructive feedback to improve
staff effectiveness; plan, coordinate and arrange for appropriate training of staff in support of

professional learning. 20 Dally
Assist with fiscal planning and supervise the accounting 1 5 _
operations and use of funds for multiple departments. Daily
Analyze the financial details of past, present, and expected operations to
identify development opportunities and areas where improvement is 1 5 Daily
needed.
Prepare financial reports as well as monthly and quarterly financial
statements for submission to the School Board, upper management, and 1 O Daily
public upon request.
Monitor expenditures, revenues, and anticipated changes in 1 O _
fund balances against budget for all funds. Daily
Provide supervision and oversight of accounting functions, to include,
payroll, accounts payable, school accounting and student activity accounts 1 O Daily
Conduct fiscal planning to include forecasting anticipated revenue,
expenditures, and needs to ensure sound financial operations and no 5 Daily
unexpected budget deficits.
Develop internal control policies, guidelines, and procedures for activities
such as budget administration, cash management, and accounting. 5 Daily

Daily
Performs other duties as assigned.

1 O As Needed

Must total 100%
(F9 to update total)

100%
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EMPLOYEE:
I have reviewed the contents of the position description, and it accurately reflects my job. My acknowledgement
indicates that 1 agree to the duties and tasks as assigned.

Print Name Signature Date

SUPERVISOR:
I have reviewed the contents of this position description with the employee.

Print Name Signature Date

PROGRAM DIRECTOR/PRINCIPAL:
I have reviewed the contents of the position description, and it accurately describes this position.

Print Name Signature Date
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	CLASS SUMMARY: The purpose of this position is to assist the Director of Business Services with the day-to-day functions of payroll, travel, accounts payable, accounts receivable, general accounting, student service billing and school activity accounting. The position will work with minimum supervision, schedules workload, completes assigned projects on time, within scope, works accurately and efficiently with attention to detail and makes routine employment decisions by setting goals, monitoring performance, and taking appropriate follow-up actions. The position will also be responsible for some or all of the listed duties and/or additional duties that occur from time to time.

The position receives supervision and work assignments as needed from the Director of Business Services and exercises direct supervision over the Payroll, Travel, Accounts Payable, Accounts Receivable, School Accounting and Student Services staff.

Essential duties include:   
• Oversees, manages and implements all functions/application of the payroll and travel department, ensuring proper and accurate payment and reporting of 
  employee wages in compliance with all State, Federal and local entity requirements.
• Assures the quality control of all payroll transactions, travel claims and payroll accounting.
• Responsible for all phases of ASDB payroll, utilizing multiple funding sources and assuring proper accountability.
• Analyzing a variety of financial information (e.g. budget variances, cost projections, etc.) for the purpose of providing direction and support, making  
  recommendations, maximizing use of funds, and/or ensuring overall operations are within budget.
• Collaborating with internal and external personnel (e.g. other administrators, auditors, public agencies, community members, etc.) for the purpose of  
  implementing and/or maintaining services and programs.
• Compiling data from a wide variety of sources for the purpose of analyzing issues, ensuring compliance with agency policies and procedures, and/or 
  monitoring program components.
• Developing special and regular financial reports (e.g.  financial statements, reports for the Board, Superintendent, department administrators, etc.) for the 
  purpose of ensuring resources are available to maintain and fulfill the agency's educational mission.
• Maintaining a variety of manual and electronic fiscal information, files and records (e.g. agency accounting records, fund balances, and internal controls,
  etc.) for the purpose of providing an up-to-date reference and audit trail in accordance with generally accepted accounting principles, forecasting agency  
  expenditures, ensuring that allocations are accurate, revenues are recorded, expenses are within budget limits and/or fiscal practices are followed.
• Responding to a wide variety of inquiries of staff, agency personnel, other professional organizations, etc. (e.g. accounting guidelines, expenditure and 
  revenue status, etc.) for the purpose of resolving problems, providing information and/or referring to appropriate personnel.
• Overseeing and ensuring that all student activity accounts and trust funds operate in accordance with Board Policy and proper accounting procedures.
• Overseeing the collection of voucher revenues, fee for service billings, and processing of school district tuition reimbursements.
• Overseeing the accounts payable functions, including disbursements, vendor relations, and reconciliations.
• Supervising assigned business services staff (Payroll, Travel, Accounts Payable, School Accounting and Student Services) for the purpose of ensuring their 
  individual performance objectives are met.
• Keeping current with federal and state laws impacting the agency's business operations and accounting standards, as well as proposed legislation 
  impacting financial operations and school management developments, by attending conferences and other professional development activities.
• Developing internal control policies, guidelines, and procedures for activities such as cash management and accounting.
• Travels to agency schools and administrative sites.
• Performing other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work unit.
	SIGNATURE: 
	DATE:    4/10/2023
	JOB TITLE: ACCOUNTING MANAGER
	TRAINING AND EXPERIENCE: Required Qualifications: 
- Bachelor's degree Degree in Business, Accounting, Finance, or a related field 
- Five years of experience in accounting or finance
- Two years of supervisory and management experience

Preferred/Desired Qualifications: 
- Prior school business or governmental accounting experience
- Experience with governmental accounting processes and practices, including 
  encumbrances, budget basis accounting, and generally accepted accounting
  principles 
- Proficient with Microsoft Word, Excel, Google Workspace
- Effective verbal, listening, and written communication skills
- Strong leadership and supervisory skills
	LICENSINGCERTIFICATION REQUIREMENTS  Must be able to pass FBI and State background check or Fingerprint Clearance Card as position requires by policy or Statute  Defensive Driver Training Program to be completed by all agency personnel that drive on State business: 
	KNOWLEDGE: • Significant skills in analysis, interpretation and communication of financial data
  automated accounting systems
	SKILL/ABILITY: • Communicate information and ideas effectively so that others will understand
• Analyze and interpret financial data
• Apply a logical thought process necessary for problem solving and decision-making
• Research and reconcile documents to automated systems
• Organize and prioritize
• Attention to detail and accuracy
• Provide quality customer service
• Evaluate organizational processes with an eye for increasing effectiveness & 
  efficiencies and operational improvements
• Identify training and development needs, evaluate workloads and resources
	PHYSICAL ACTIVITY: Stooping, Kneeling, Reaching, Crouching, Walking, Grasping, Talking and Hearing, Repetitive Motion.
	PHYSICAL REQUIREMENTS: Sedentary work. Exerting up to 10 pounds of force occasionally and/or negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body. Sedentary work involves sitting most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.
	VISUAL ACUITY: The worker is required to have close visual acuity to perform an activity such as: preparing and analyzing data and figures; transcribing; viewing a computer terminal; extensive reading; visual inspection involving small defects, small parts, and/or operation of machines (including inspection); using measurement devices; and/or assembly or fabrication parts at distances close to the eyes.
	WORKING CONDITIONS: None. The worker is not substantially exposed to adverse environmental conditions (such as in typical office or administrative work).
	ESSENTIAL DUTIES Row1: Train, supervise and evaluate the performance of staff; provide clear, constructive feedback to improve
staff effectiveness; plan, coordinate and arrange for appropriate training of staff in support of professional learning.
	PERCENT Row1: 20
	FREQUENCY Row1: [Daily]
	ESSENTIAL DUTIES Row2: Assist with fiscal planning and supervise the accounting operations and use of funds for multiple departments.
	PERCENT Row2: 15
	FREQUENCY Row2: [Daily]
	ESSENTIAL DUTIES Row3: Analyze the financial details of past, present, and expected operations to identify development opportunities and areas where improvement is needed.
	PERCENT Row3: 15
	FREQUENCY Row3: [Daily]
	ESSENTIAL DUTIES Row4: Prepare financial reports as well as monthly and quarterly financial statements for submission to the School Board, upper management, and public upon request.
	PERCENT Row4: 10
	FREQUENCY Row4: [Daily]
	ESSENTIAL DUTIES Row5: Monitor expenditures, revenues, and anticipated changes in fund balances against budget for all funds.
	PERCENT Row5: 10
	FREQUENCY Row5: [Daily]
	ESSENTIAL DUTIES Row6: Provide supervision and oversight of accounting functions, to include, payroll, accounts payable, school accounting and student activity accounts
	PERCENT Row6: 10
	FREQUENCY Row6: [Daily]
	ESSENTIAL DUTIES Row7: Conduct fiscal planning to include forecasting anticipated revenue, expenditures, and needs to ensure sound financial operations and no unexpected budget deficits.
	PERCENT Row7: 5
	FREQUENCY Row7: [Daily]
	ESSENTIAL DUTIES Row8: Develop internal control policies, guidelines, and procedures for activities such as budget administration, cash management, and accounting.
	PERCENT Row8: 5
	FREQUENCY Row8: [Daily]
	ESSENTIAL DUTIES Row9: 
	PERCENT Row9: 
	FREQUENCY Row9: [Daily]
	ESSENTIAL DUTIES Row10: Performs other duties as assigned.
	PERCENT Row10: 10
	FREQUENCY Row10: As Needed
	Total: 100
	Employee Print Name: 
	Employee Date: 
	Supervisor Print Name: 
	Supervisor Date: 
	Program Director Print Name: 
	Program Director Date: 
	RISK LEVEL: LOW
	DEPARTMENTRow1: BUSINESS SERVICES
	SUBJECT MATTERRow1: 
	PAY GRADE: 18
	FLSA STATUS: EXEMPT
	JOB CODERow1: GSD11150
	CLASS CODERow1: 01
	EEO CODERow1: 1


