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DEFINITION 

Under limited direction of management personnel, performs difficult and complex accounting and 

auditing duties.  Provides assistance in the preparation and maintenance of budgets, financial reports and 

accounting records as well as independent judgment and problem solving skills to be fully exercised in 

relation to assigned areas of responsibility.  Does related work as required 

 

DUTIES AND RESPONSIBILITIES 

 Assist in the coordination of budget development; compile, prepare and analyze 

information and data related to income and expenditures. 

 Assist in monitoring the District’s and County’s federal, state and local resources; 

coordinate with Curriculum and Instruction and Special Education to ensure compliance of 

resource budgets; assist in the completion of complex federal, state and local financial 

budget reports, statements and records, including but not limited to required ADA 

reporting utilizing Aeries student database. 

 Provide analysis of financial information for certificated and classified negotiations and 

assist in the preparation of related documents. 

 Prepare various financial accounting and budget control documents, reports. 

 Perform highly specialized accounting and budgetary functions. 

 Coordinate communication between the business office and various District/County Office 

departments and personnel; provide information related to financial accounting procedures, 

account balances, budgets and related matters. 

 Assist with year-end closing and audit. 

 Assist and consult with supervisor regarding staff for the purpose of providing direction and/or 

conveying information that allows them to complete their functions; assist in training staff. 

 Monitor expenditures against budget to prevent over expenditure; 

 Perform other related duties as may be assigned. 

 

PERSONAL CHARACTERISTICS 

Should possess the personal characteristics generally recognized as essential for good public employees 

including integrity, initiative, emotional maturity, dependability, courtesy, good judgment, and ability to 

work cooperatively with others. 

 

Knowledge of: 

Appropriate knowledge of the computer system and software that will be utilized in the position.  

Principles, methods and practices of school district budgeting and accounting; financial records 

management; 

operation of computers and business office machines and equipment including personal computer 

software (word processing, data base and spreadsheet applications); techniques, principles and 

practices related to organizational and analytical problem-solving. 
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Ability to: 

Work with minimal supervision and exercise independent judgment; work additional hours, as needed, 

to meet deadlines; prepare clear and comprehensive financial reports & correspondence; follow oral 

and written directions; learn, interpret and follow school accounting rules, regulations, laws and 

policies; make accurate arithmetical calculations; compile and maintain accurate and complete records 

and reports; maintain cooperative working relationships with fellow employees as well as Federal, 

State and County budget officials and audit personnel. 

 

EXPERIENCE 

Any combination of training, education and experience which demonstrates possession of the knowledge 

and abilities stated above and the ability to perform the duties of the position.  A typical qualifying 

entrance background is advanced-level experience performing work of above-average difficulty in the 

areas of purchasing, accounts payable, accounts receivable and bookkeeping; 

and 

Completion of coursework in public accounting clerical practices or a closely related field; 

or 

Five (5) years recent responsible experience in fiscal and financial management and computer assisted 

financial systems. 

 

PHYSICAL ABILITIES/ENVIRONMENT 

Physically and mentally able to perform the essential duties of a position without hazard to themselves 

or others. Ability to sit for extended periods of time, see to observe computer monitor and printed or 

written records, hear and speak to communicate with co-workers, possess dexterity of hands and 

fingers to operate keyboard and other office equipment. 

 

SALARY LEVEL 

Range 38 of the Confidential Salary Schedule. 

 

 

 

 

 
 


