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POSITION TITLE: Account Clerk, Senior DIVISION Business/Operations

WORK YEAR: 12 Months DEPARTMENT: Finance

CES DSF SALARY SCHEDULE: Support Services

 

DEFINITION:

The Senior Account Clerk performs a variety of clerical and accounting work of complex nature in processing
invoices and purchase orders in an accurate and timely manner.  Maintains the purchasing card program.  Performs
job related duties as assigned.

 

ESSENTIAL FUNCTIONS:

1.      Maintains accounting records for budget control, central school accounting, and general fiscal control as
applicable.

2.      Processes invoices, requisitions, and receipts.

3.      Verifies accuracy of reports and analyzes problem accounts to facilitate payment.

4.      Prepares vouchers and makes adjusting and closing entries.

5.      Coordinates the distribution of warrants.

6.      Prepares monthly use tax payment report to the Arizona Department of Revenue.

7.      Research invoice payments and create financial reports as needed.

8.      Works with data processing to ensure all edits and vouchers are printed accurately and warrants tapes have
been created to fax submissions to the county.

9.      Maintain consultants’ W-9s and creates year-end 1099’s and applicable reports to IRS and AZ State Department
of Revenue.

 

QUALIFICATIONS:

1.      High school diploma or G.E.D.

2.      Three years of experience in accounting and payment systems including working with automated systems.

3.      Ability to compute and enter data in computer terminal with accuracy.

4.      Experience in an accounts payable office in a school district is desirable.

5.      Ability to operate calculator and type with proficiency.

6.      Knowledge of office practices, procedures, and business machines.

7.      Ability to apply and adapt established methods to a variety of accounting/payment     transactions and
problems

8.      Ability to plan and schedule accounting/payment procedures and activities.

9.      Good oral and written communications skills.
 

SUPERVISION RECEIVED:

Controller or Designee.
 

SUPERVISION GIVEN:
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