Y SCHOOL DISTRICT

Position Title: Bookkeeper PCN: Location Specific
Department/School: Location Specific Location/ [Location Specific

’ Address:
Repo.rts to(Title Principal Work am to pm
only): Hours

Salary/Position ] Non-Certified Administrator ~ [] Certified Administrator ~ [=] Non-Exempt Hourly ~ [] Teacher

Category:

Position type/ Grade |goq Position # | 240

(to be completed by of days

HR)

Travel Required ves FLSA [] Exempt
Status [=] Non-exempt

Job Description

JOB PURPOSE/REASON:

The position is responsible for performing all bookkeeping, and general office duties under general supervision in conformance with
established methods and procedures.

REQUIRED QUALIFICATIONS:
EDUCATION: [=] High School Diploma or Equivalent  [] Associate’s Degree [ ] Bachelor’s Degree
[ ] Master’s Degree [ ] Other

EXPERIENCE & TRAINING:

* 3 — 4 years of comparable experience to include 1 year of bookkeeping experience;

* Knowledge of office practices and procedures;

* Proficient in the use of standard computer applications to include Microsoft Word and Excel;
* Excellent organizational skills; excellent oral and written communication skills;

* Exceptional Interpersonal skills;
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LICENSING/CERTIFICATION:

OTHER SKILLS/REQUIREMENTS:

PREFERRED QUALIFICATIONS:

* Two years post secondary education
* 5 years of bookkeeping or accounting related experience
* Knowledge of MUNIS

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: ___ # of non-exempt/classified ____# of exempt/administrators/teachers
Indirect Reports: _ # of non-exempt/classified ____# of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

« Writes receipts for money received by teachers, students and parents;

» Writes checks from the 75 different accounts for the school;

* Creates requisitions in MUNIS and maintains purchase orders and general ordering for the school;
» Makes daily bank deposits;

» Communicates with parents and/or students regarding fees;

* Coordinates the audit of receipt books twice per year;

« Creates various reports to assist with bank reconciliations;

HR Form, Revised 2/28/2014



Y SCHOOL DISTRICT

PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

« Classifies, sorts, and files office material;

* Sorts and distributes mail;

* Prepares routine reports, correspondence, and other documents;

* Assists with preparation for in-services, workshops, conferences, etc.;

» May supervise temporary office workers;

* Provides clerical assistance to other office administrators upon supervisor’s request; and
« Performs all other duties as assigned by the designated supervisor.

PHYSICAL/MENTAL REQUIREMENTS:

« Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other computer components. Sitting for
extended periods of time; and
« Ability to sit, stand, or bend and lift up to 50 pounds.

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be
construed as an exhaustive statement of essential functions, responsibilities or requirements. This job description must not be
misconstrued as a promise of employment, nor deemed as an employment contract.

Department Head Date
Associate/Chief/Executive Date
Director

Superintendent (if applicable) Date
Human Resources Yvonne Marshall Date
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