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Bookkeeper – Middle School
Employee Name (Print): _______________________________________
Reports To:
Principal

Dept/Campus:
Middle School





Paygrade: Para-4

Wage/Hour Status: 
Nonexempt





Date Revised: September 2015
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
Assist in the administration of the assigned department/campus’s business affairs.  Perform general bookkeeping and maintain accurate and timely financial data and procedures for school, place orders, and receive goods.

QUALIFICATIONS:
Education/Certification:
High school diploma or GED

Special Knowledge/Skills:
Basic understanding of bookkeeping/accounting systems
Ability to use personal computer and software to develop spreadsheets, databases and perform word processing

Proficiency in use of calculator and office machines

Ability to communicate effectively

Calm and patient demeanor

Experience:
One to three years experience in accounting at a clerical level

MAJOR RESPONSIBILITIES AND DUTIES:

1. Receive and process for payment accounts payable invoices, requisitions, purchase orders, etc. for assigned department/campus.

2. Perform responsibilities related to ordering materials including inputting orders, following up on the status of orders, receiving goods, input receipts, and filing order documents.
3. Detect and resolve problems with incorrect orders, invoices, and shipments.

4. Contact district personnel and vendors to correct or obtain information needed.

5. Confirm balances in accounts for all requisitions.

6. Enter requisitions in a timely manner to assure prompt payment.

7. Maintain accurate up to date records.

8. Communicate current status of invoices to campus staff.

9. Prepare correspondence using personal computer or typewriter.

10. Receive incoming calls, answer questions, and direct calls to the appropriate party.

11. Keep informed of and comply with state and district policies and regulations concerning primary job functions.

12. Deposit and code receivables for department/campus as assigned.

13. Balance assigned accounts by reconciling entries.

14. Work closely with the Accounts Payable Specialist to ensure timely payment of assigned accounts.

15. Strictly adhere to the district procedure for cash handling.

16. Perform/complete all transaction for the campus’ activity funds and accounts.

17. Perform all duties relating to the cash management of activity and club funds and textbook account which includes receipting and depositing funds remitted by teachers/sponsors/students and any funds received from outside sources to ensure that they are properly receipted and deposited accurately and in a timely manner.

18. Organize and maintain accurate records.

19. Reconcile activity funds receipts to bank deposits on a monthly basis.

20. Serve as a resource to teachers/sponsors, students and parents regarding the required policies and procedures relating to activity funds and cash handing and ensure that they are followed.  

21. Maintain and adhere to ethical business practices.

22. Maintain physical and computerized files and records.
23. Safeguard district’s asset adhering to established policies and procedures.

24. Provide a monthly report to supervisor regarding all campus accounts and activity accounts.
EQUIPMENT USED:

Computer, printer, calculator, fax machine, copier, multi-line telephone system, and other modern office equipment. 

WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facilities. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting/transport of up to 50lbs, ability to position self and perform work in various areas of the facility including elevated surfaces. And the ability to work with frequent interruptions; 
The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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