
account tech-nonlocal

file:////cesfs/staff/negrete/3010.htm[8/22/2020 1:04:09 PM]

POSITION TITLE: Grant Program Technician DIVISION: Federal Programs

WORK YEAR: 12 Months DEPARTMENT: Federal Programs

LOCATION: CES SALARY SCHEDULE: SSSS/MBSS

 

DEFINITION:
The Grant Program Technician is responsible for performing difficult and highly skilled grants management
duties relating to procurement, implementation, and management of non-locally funded projects/accounts,
requiring a broad and in-depth knowledge of District, State and Federal policies, as well as, knowledge of
personnel, payroll, purchasing and accounts payable functions and procedures.  Performs job related duties as
assigned.

 

ESSENTIAL FUNCTIONS:

1.      Independently review, process and approve/disapprove Personnel Action Requests, purchase and payroll
requisitions, travel requests, travel claims, invoices and other documents for accuracy of coding and
budget capacity to avert inaccuracies and over expenditures for budget control and compliance with
USFR, Federal and District rules and regulations

2.      Monitor cash control for all non-local projects and donation accounts, and request cash for applicable
direct Federal projects.  Prepare invoices and claims for reimbursement and follow-up on past due
accounts

3.      Initiate budget codes and prepare poises for General Ledger entry.  Initiate and verify journal entries
before and after posting.  Assist in preparing complex adjusting and closing entries

4.      Reconcile and analyze all non-local and donation funds to comply with state & federal laws on a monthly
basis with various computer reports and general ledger.

5.      Prepare and provide quarterly, monthly and annual reports regarding program and fiscal status of all
projects, ensuring accuracy and submitting reports in a timely manner.

6.      Assist in preparing long and short range budget projections and complex special budget and financial
accounting reports for non-local projects.

7.      Work closely and cooperatively with District project coordinators and staff, Arizona Department of
Education, the US Department of Education, auditors and outside funding agencies

8.      Maintain PUHSD Partnership check register; prepare checks, bank reconciliation and deposits

9.      Create spreadsheets, worksheets, databases and independently set up computer reports for program
managers, state and federal agencies as needed.

10.   Assist in coordination of annual districtwide events; i.e., World Technology Conference and School
Improvement Team Conference.

11.   Assist Board Prep for staff development on behalf of the Asst. Superintendent for Instruction; assist with
annual preparation of program abstracts for governing board.  

 

QUALIFICATIONS:

1.      High school diploma; post high school education in business and/or related subject areas is preferred.

2.      One year of responsible experience at the Account Technician Nonlocal level or the equivalent of three years
of responsible experience in one or more of the job duties listed.

3.      Four years of responsible experience with computers, basic accounting and special projects required.

4.      Experience in state and federal accounting and reporting requirements.

5.      Considerable knowledge and ability to interpret and apply appropriate payroll, personnel, purchasing, and
accounting rules and regulations.

6.      Ability to reconcile accounts and recognize irregularities; reconstruct and resolve computer report
discrepancies.

7.      Knowledge of the federal grants payment and VAX systems.
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8.      Ability to plan, coordinate, analyze and establish priorities.

9.      Skill in expressing ideas clearly when providing oral and written reports and/or communication.

10.   Skill in mathematical calculations and analytical ability

 

SUPERVISION RECEIVED:
 
Coordinator – State and Federal Programs

 

SUPERVISION GIVEN:

None
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