
   

    JOB DESCRIPTION 

 

TITLE:    DISTRICT ACCOUNTANT 

 

QUALIFICATIONS:  1. Extensive accounting and financial education and experience 

    2. Computer experience 

    3. Budget and financial analysis capabilities 

    4. Excellent organizational skills 

    5. Supervisory skills 

    6. Investment knowledge 

    7. Ability to communicate effectively 

 

REPORTS TO:  Business Manager 

    District Administrator 

 

SUPERVISES:  Payroll Clerk, Purchasing/Receiving Clerk 

 

TERMS OF  

EMPLOYMENT: As specified in the employment contract 

 

PERFORMANCE RESPONSIBILITIES: 

 

Payroll: 

1. Provide direction to the Payroll Clerk and supervise all payroll functions. 

2. Conduct internal audit checks as needed. 

3. Notify the Payroll Clerk of new personnel and advise in the set-up of salary, distribution 

codes, deductions, employee benefits, and other needed information. 

4. Maintains compliance in wage reporting to all Federal and State Agencies. 

5. Stay informed on current laws and regulations regarding wages, deductions, employee 

benefits, etc. and notify the Payroll Clerk and the Business Administrator of any pertinent 

changes. 

6. Notify the Payroll Clerk of any changes in payroll status of any district employees. 

7. Verify salaries. 

8. Verify salaries payable for balance of contracts to be paid during the summer months and 

make necessary accounting entries to record distribution of salary and fringe benefits. 

9. Verify the end of the year payroll liability accounts. 

10. Assist in the solution of problems as they arise. 

11. Recommend payroll procedures to the Business Administrator. 

 

Purchasing: 

1. Establish procedures for developing and processing purchase orders. 

2. Train and assist the Purchasing/Receiving Clerk with the use of the computer and computer 

program. 

3. Assure prompt processing of purchase orders for payment by giving direction/suggestions 

when necessary. 

4. Verify outstanding encumbrances and liquidate non-outstanding encumbrances. 

 



   

Accounts Management: 

1. Verify changes on invoices or other types of billings and correspond with companies and 

staff as need arises. 

2. Voucher and code all invoices or other related billings received and prepare the items for 

presentation to the Board of Education for approval. 

3. Provide accounting services essential to the preparation, administration, supervision, and 

control of the budget including special analytical assignments. 

4. Serve as the accountant for the regular budget and all Federal, State, and private projects 

approved by the Board of Education. 

5. Report to the Business Administrator on the accounting affairs of the District and 

recommend changes and improvements as needed. 

6. Maintain a complete and systematic set of records of all financial transactions of the 

District. 

7. Maintain subsidiary ledgers on debt retirement, levy receivables, utilities, transportation, 

health care expense account, food program, etc. 

8. Determine and record accounts receivables, payables, and prepaid expenses at the end of the 

fiscal year. 

9. Serve as computer system administrator/liaison with the computer company for the software 

system which serves the business office by developing, maintaining, and upgrading the 

system. 

10. Ensure and maintain a security system on the computer to safeguard access and to provide 

internal control. 

11. Attend the statewide payroll/budgetary software user's meetings to enhance professional 

growth and update methods, skills, and knowledge regarding the hardware/software for the 

business office and to be able to advise on possible district wide systems. 

12. Develop accounting systems and procedures. 

13. Develop data base computer programs for bus transportation, inventory, and others as 

needed and train the staff in their use. 

14. Prepare and submit financial claim reports for the following programs: 

 a. All handicapped programs-categorical 

 b. CESA packages 

 c. Public Law 94-142 

 d. Public Law 99-457 

 e. DPI Fall "Budget" Report 

 f. DPI Annual Report 

 g. Driver Education Report 

 h. Carl Perkins Vocational Programs 

 i. Special Transportation 

 j. Public Law 874 (Hdcp) 3(d)(2)(c) 

 k. DPI Food Program Report 

15. Prepare other reports as needed (Energy, Surveys, Staff Census, etc.) 

16. Determine and report General Long Term Obligations including vested employee benefits 

and unfunded liabilities. 

17. Verify and record cash receipts. 

18. Cooperate with auditors and provide information to them as requested. 

 

Microfilming/Digital Data Storage: 



   

1. Supervise, organize, and train staff on use of equipment and procedures. 

2. Establish procedures and determine priorities and materials necessary to be maintained on 

microfilm. 

 

Health Care Expense Account Management: 

1. Responsible for allocating entitlements and corresponding with the flex plan administrator. 

2. Assist and notify staff members & Payroll Clerk. 

 

Cash Flow Management and Investment Responsibilities: 

1. Perform careful analysis and projections of the District cash flow needs. 

2. Investigate, analyze, and determine best investment strategies enabling the District to obtain 

the highest and safest return on investments. 

3. Adequately safeguard the deposited funds of the District by keeping abreast of new 

developments relating to Federal and State deposit insurance and by obtaining and 

maintaining security pledges when deemed necessary. 

4. Prepare periodic reports on monthly cash flow and investments of the District for 

distribution to the Board of Education, District Administrator and Business Administrator. 

5. Prepare special analytical assignments as requested by the Board of Education, District 

Administrator, or Business Administrator. 

6. Reconcile all cash accounts of the District with the exception of the Activity Fund. 

7. Complete required Federal forms for establishing direct deposit for State and Federal Funds 

and request funds when required. 

 

District Insurance: 

1. Assist in determining property values of the District. 

2. Assist in assuring the District is adequately insured for property, auto, and liability 

insurance. 

3. Assist in developing bid specifications and obtaining bids. 

4. Prepare and provide information as requested by insurance companies regarding claims 

experience, staff census, financial statements of the District, etc. enabling the company to 

provide the District with a fair and competitive quotation. 

5. Adequately safeguard the District inventory of property including property listing in case of 

fire, tornado, vandalism, etc. 

6. Cooperate with the Worker's Compensation Auditor and provide information as requested. 

 

Employee Insurance: 

1. Serve as the employer representative for employee benefits. 

2. Notify and inform staff of eligibility and revisions in coverage, premiums, etc. 

3. Assist staff when questions or problems arise regarding employee benefits. 

4. Advise the District Administrator and the Business Administrator of Federal and State Laws 

relative to employee benefits to assure District compliance. 

5. Prepare monthly and annual reports relative to the various employee insurance plans and 

benefits. 

 

Delegation and Sharing of Duties: 

1. The District Accountant may delegate portions of the above duties to the Payroll Clerk 

and/or the Purchasing/Receiving Clerk when circumstances and time factors require/permit 



   

additional help. 

2. The District Business Administrator will periodically share some of the above listed duties 

when time and circumstances permit or require such assistance. 

 

General: 

1. Performs such other tasks and assumes such other responsibilities as the Business 

Administrator or District Administrator may assign. 

 

Approved:  4/19/04 
 


