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Chief Accountant
Employee Name (Print): _______________________________________

Reports To:

Chief Financial Officer
Dept/Campus:

Central Office




Paygrade: Pro-3
Wage/Hour Status: 
Exempt





Date Revised: October 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:
To oversee all payroll and accounts payable related information in order to effectively and efficiently prepare pay checks and necessary reports subsequent to payroll and accounts payable.  Responsible for verifying accuracy of account balances through monthly bank reconciliation.  Must also oversee football ticket sales and Tiger Store.  
QUALIFICATIONS:
Education/Certification:
Bachelor’s Degree - Accounting

Special Knowledge/Skills:
Knowledge of accounting principles and practices

Ability to use calculator (10-key by touch)

Ability to use personal computer and software such as word processing, spreadsheets, and databases

Proficient skills in typing, keyboarding, and file maintenance

Knowledge of accounting and payroll procedures

Patient and calm demeanor with all customers (internal and external)

Experience:
Two years of accounting or payroll experience

MAJOR RESPONSIBILITIES AND DUTIES:

1. Reconcile Operating, Payroll, Interest & Sinking, Building Fund, and Tax Account bank statements by the tenth of each month.

2. Code and post deposits and reconcile to bank statements.

3. Compile and post necessary month end journal entries.

4. Perform month end closing of financial data for the district.

5. Reconciles cash in bank, expenditure totals, and revenue totals to General Ledger.

6. Review payroll before the payroll specialist processes on the 25th of each month.

7. Review accounts payable twice a month before checks are processed.
8. File reports for LaPort Mac Medicaid and SHARS cost report.
9. Balance payroll earnings and deductions; make related transfers of funds and deposits.

10. Review out of line checks daily.

11. Process 1099’s at year end.
12. Assist with and maintain inventory for the Tiger Store; including reconciling Tiger Store cash on hand.
13. Work all home games and reconcile cash boxes at ticket booths and Tiger Store.
14. Assist with SHARS Medicaid filing.

15. Maintain strict confidentiality.

16. Enter journal entries, budget revision entries, and audit adjustment entries as needed.

17. Reconcile Foundation financial statements and Foundation bank accounts.

18. Disburse scholarships to colleges and reconcile scholarship bank accounts.

19. Transfer Workers’ Compensation funds as needed.

20. File sales tax reports for Tiger Store.

21. Pay all loan payments and bond payments when due.
22. Submit positive pay daily and monitor fraud filter on banking website.

23. Submit weekly or monthly reports to various departments.

24. Process NSF checks from bank and notify payee regarding collection.

25. Create invoices for rental of Sullivan Performing Arts Center and monitor receivables.
SUPERVISORY RESPONSIBILITIES:
Accounts payable specialist, payroll specialist, accounting clerk
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:

Mental Demands;
Ability to communicate effectively (verbal and written); maintain emotional control under stress; manage others in a non-coercive manner; maintain a clear focus on customer service 
Physical Demands:

While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the room and/or facility. Duties also require repetitive hand motions; prolonged use of computer; moderate standing, stooping, bending, lifting and the ability to work with frequent interruptions. occasional irregular work hours

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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