
 

 PLEASE POST 
 

 
CLASSIFIED 
VACANCY 

 

 
Santa Maria Joint Union High School District 

2560 Skyway Drive 
Santa Maria, California 93455 

(805) 922-4573 x4304 
 
 
DATE: May 13, 2026 
 
 
POSITION(S): Student Body Bookkeeper 
 SMJUHSD – All Sites 
 11 months/year 
 
 
 
SALARY: $26.62/hour (Step A) 
 Range 22 
 2024/25 salary schedule 
 
 
 
HOURS: 8 hours/day 
 8:00 a.m. to 4:30 p.m. 
 Monday through Friday 
 
 
 
DEADLINE: Monday, May 25, 2026 
 5:00 p.m. 
 
 
APPLICATION Visit the Human Resources Website at www.smjuhsd.k12.ca.us 
PROCEDURE: REQUIRED: Typing certificate for 40 wpm net dated within 6 months; 5-

minute test. (SMJUHSD does not accept typing test taken online.) 
 Copy of certificate must be uploaded to application materials. 
 
 
 
 
WRITTEN The most qualified candidates will be invited to appear for testing. 
TEST:  
 
 
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


STUDENT BODY BOOKKEEPER 
 
BASIC FUNCTION: 
 
Under the direction of a Principal, perform a wide variety of responsible clerical work, cash 
handling, and bookkeeping involved in the keeping of financial records and in making 
accounting reports. Assist all club officers, advisors and school officials on any financial 
situation. 
 
REPRESENTATIVE DUTIES: 
 
• Prepare and check invoices. E 
• Gather, compile and proofread complicated financial data and reports independently. E 
• Keep various financial or statistical records and reports requiring the use of independent 

judgment. E 
• Post, check, balance and adjust accounts, including report of receipts and expenditures. 

E 
• Receive and count large sums of cash and coin. E 
• Schedule, index and file bills, vouchers, documents and other materials. E 
• Operate various office machines, including typewriter, calculator, computer, 10-key 

adding machine, copier, and other office equipment. E 
• Work from invoices, receipts, journals and other sources of original entry. E 
• Handle receipts for all student body monies and banking of same. E 
• Write checks in payment of all associated student body bills. E 
• Reconcile monthly bank statements. E 
• Originate and maintain scholarship and savings accounts including recording interest. E 
• May operate the student store, selling a variety of items for student body organizations. 

E 
• May prepare annual sales tax return. E 
• Prepare 1099 reports. E 
• Post and maintain student charge account files including shop fees and billing parents 

for same. E 
• Furnish list of delinquent accounts to school officials and departments. E 
• Check reports, records and other data for accuracy, completeness and compliance to 

established standards. E 
• Provide information and/or assistance to students, staff, administrators, parents or the 

general public. E 
• Monitor and interpret CASBO regulations to and for clubs and advisors. E 
• Train and supervise accounting assistant and assign duties as needed. E 
• May supervise student help. 
• Other duties as assigned. 
 
 
 
 



Student Body Bookkeeper 

KNOWLEDGE OF: 
 
Methods, practices and terminology used in financial and statistical clerical work, and 
double entry bookkeeping system. 
State code, district and school policies and procedures. 
Computer accounting/bookkeeping. 
 
ABILITY TO: 
 
Post and make arithmetical computations. 
Operate office machines including 10-key adding machine. 
Do difficult clerical work involving independent judgment and initiative. 
Deal tactfully with public, staff and students. 
Receive and impart correct information. 
Type 40 words per minute net; original certificate dated within 6 months is acceptable. 
Be computer literate. 
 
EXPERIENCE/EDUCATION: 
 
Two years experience in the keeping and reviewing of financial or statistical records. 
Persons with the knowledge, abilities and experience as stated are considered to have the 
necessary education. 
 
3/10/93 
SMJUHSD 
Range 22 
 


