
 

 PLEASE POST 
 

 
 

CLASSIFIED 
VACANCY 

 

 
Santa Maria Joint Union High School District 

2560 Skyway Drive 
Santa Maria, California 93455 

(805) 922-4573 x4304 
 
 
DATE: September 8, 2025 
 
 
POSITION(S): Accountant – C- Substitute 
 District Office 
 Temporary position beginning as soon as possible; end date unknown 
 
 
SALARY: $40.32/hour 
 Confidential Position 
 2024/25 Confidential salary schedule 
 
 
HOURS: 8 hours/day 
 8:00 a.m. to 5:00 p.m. 
 Monday through Friday 
 
 
DEADLINE: Wednesday, September 17, 2025 

5:00 p.m. 
 
 
 
APPLICATION Visit the Human Resources Website at www.smjuhsd.k12.ca.us 
PROCEDURE:  
 
 
JOB See next page. 
DESCRIPTION: 
 
 
BASIC Perform complex accounting, budget control and fiscal record  
FUNCTION: management and reporting functions. 
 
 
 
Santa Maria Joint Union High School District programs, activities, practices and employment shall be free from unlawful discrimination, including discriminatory 
harassment, intimidation, and bullying based on actual or perceived characteristics of race or ethnicity, color, ancestry, nationality, national origin, ethnic group 
identifications, age, religion, marital, family or parental status, physical or mental disability, sex, sexual orientation, gender, gender identity, gender expression, 
or genetic information or any other characteristic identified in Education Code 200 or 220, Penal code 422.55, or Government Code 11135, or based on 
association with a person or group with one or more of these actual or perceived characteristics. If you believe you have been subjected to discrimination, 
harassment, intimidation, or bullying, you should immediately contact the District’s Discrimination, Equity and Title IX Compliance Officer Mr. Salvador Reynoso, 
Director of Human Resources, at 2560 Skyway Drive, Santa Maria, CA 93455, (805) 922-4573 and/or sreynoso@smjuhsd.org. A copy of SMJUHSD’s Uniform 
Complaint Procedures, Non-Discrimination Policies, Sexual Harassment Policies are available upon request. 

http://www.smjuhsd.k12.ca.us/
mailto:sreynoso@smjuhsd.org


ACCOUNTANT - C 
 
 
BASIC FUNCTION: 
Under the direction of the Assistant Director of Fiscal Services, perform complex accounting, budget 
control and fiscal record management and reporting functions; assist in providing technical and work 
direction to fiscal services staff; maintain budget worksheets and input budget revisions; assist in the 
development of budget projections; maintain accountability of cash transactions and deposits; assure 
reliability and accuracy of financial records and reports. 
 
REPRESENTATIVE DUTIES: 
• Project cost of salaries and benefits for negotiations as required. E 
• Participate in budget control, budget development and other fiscal matters. E 
• Perform complex accounting, budget control and fiscal record management and reporting 

functions. E 
• Work on long-term projects such as record-keeping and reporting for school construction projects, 

State expenditure and budget reports, attendance reports and other projects as assigned. E 
• Communicate with accounting staff, attendance staff and other District personnel to review and 

coordinate accounting functions, discuss budget development and control, collect data, exchange 
information and resolve issues or concerns. E 

• Compile monthly attendance reports; prepare and maintain a variety of records and reports and 
submit to State, County Office or appropriate District personnel. E 

• Assure proper budget distribution of expense items and maintain appropriate audit trails; maintain 
account balances. E 

• Verify budget balances for accuracy; respond to inquiries in person and on the telephone regarding 
account and program balances, budget transfers, journal entries and journal vouchers; generate 
month-end budget reports, sort and distribute to sites. E 

• Compile and bill accounts receivable list; prepare related year-end reports as required. E 
• Prepare and post journal entries and journal vouchers; verify journal vouchers posted from income 

or expenditure sources at the County Office. E 
• Compile information from sales tax accounts; calculate and prepare sales and use tax reports as 

required. E 
• Provide work direction to others as assigned. 
• Provide technical information and assistance to employees as requested; explain District policies 

and procedures. E 
• Provides technical support to departments accessing computerized accounting systems that 

contain financial and statistical information. E 
• Assist other department staff members as necessary to assure timely and efficient operation. E 
• Perform related duties as assigned. 
 
KNOWLEDGE OF: 
Accounting, bookkeeping, auditing and budget practices, procedures and terminology used in a school 
district. 
Laws, codes, rules and regulations related to assigned activities. 
Methods of budget monitoring and control.  
Modern office practices, procedures and equipment.  
Operation of a computer with emphasis on Excel, Word, Access and Outlook. 
Basic research methods. 
Financial and statistical record-keeping techniques. 
Interpersonal skills using tact, patience and courtesy. 
Well developed math skills to perform complex accounting and statistical computation. 
 



 

ABILITY TO: 
Perform complex accounting, budget control and fiscal record management and reporting functions. 
Maintain budget worksheets and input budget revisions. 
Assist in the development of budget projections. 
Maintain accurate financial and statistical records.  
Verify, post, balance and adjust accounts. 
Apply and explain rules, regulations, policies and procedures related to assigned activities. 
Make arithmetic computations with speed and accuracy.  
Prepare clear and concise financial reports. 
Establish and maintain cooperative and effective working relationships with individuals and teams 
within and outside the department. 
Work independently with little direction. 
Understand and follow oral and written instructions. 
Communicate effectively both orally and in writing. 
Operate assigned office equipment. 
Meet schedules and time lines. 
Research, compile, analyze, and interpret accounting data. 
Maintain accurate and retrievable files, records, audit trails, and trace transactions to original entries. 
Plan and organize work. 
Provide work direction to others. 
 
EDUCATION AND EXPERIENCE: 
Any combination equivalent to:  Associate's degree in business, accounting or related field and three 
years accounting related experience. 
 
WORKING CONDITIONS: 
ENVIRONMENT: 

Office environment.  
 
PHYSICAL ABILITIES: 

Hearing and speaking to exchange information in person or on the telephone.  
Seeing to read a variety of materials, count money and inspect financial records.  
Dexterity of hands and fingers to operate a computer keyboard.  
Sitting for extended periods of time.  
Bending at the waist, kneeling or crouching to retrieve and store files. 

 
10/30/07 
SMJUHSD 
Confidential 

 


