L eon County Public Schools
Classification Specification

Sdary Grade 28
Summary | nformation:

Classification Title:  School Financial Accountant 11 Date Prepared: 04/2003

FL SA Status: Non-Exempt

Typical Decisions and Recommendations Provided to Others:

This position requires the regular exercise of independent discretion and judgment within defined policy
parameters in area of speciaty. Work follows specific procedures, however the incumbent may determine
priorities, organize own work and occasionally make exceptions to procedures.

Activity | dentification

Activity Name

346

Accounting - Student
Activity Funds

Account for student activity funds.

351 Banking Prepare and make deposits.

353 Account Reconciliation Balance bank statements.

337 Expenditure Authorization Review various documents (e.g., purchase orders, work orders, travel
requests, etc.) for fund availability and/or proper documentation. Authorize
documents for subsequent processing.

335 Payment | ssuance Prepare checks. Initiate payment in the accounting system.

336 Payment Review Verify voucher or check, sign check, and mail payment.

324 Financial Analysis Analysis of revenues, expenditures, activity costs, and other financial
information outside of budgeting tasks.

Al Cash Receipts Receive cash payments. Balance and close cash drawers or registers.

348 Accounting - Other Account for other funds and programs.

340 Revenue Processing Receive and process payments from federal, state, and local sources. Code
for the accounting system.

322A Budget Monitoring — Monitor expenditure and revenue patterns and adjust the budget, as needed.

School/Department

323 Budget Reporting Prepare annual and periodic budget reports, including the annual budget
document distributed to the community and special budget-related reports.

478 Requisitions Prepare requisitions and submit to purchasing for processing.
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Activity Name (Cont.)

023

029

331

Department Records

Payroll Reports

Leave Records

Accounts Payable

Inventory - Accounting

Correspondence

Benefit Plan Administration

Assigned Duties

L eon County Public Schools
Classification Specification

Maintain and control records. Includeslogs, cost records, personnel records,
rosters, and general records.

Complete payroll reports for salaried staff, temporary and hourly workers, and
teachers. Remit to Payroll Department for processing.

Maintain leave records. Monitor and record leave accrual for employees.
Prepare required reports.

Review invoicesfor accuracy. Match invoices with packing slips and purchase
orders. Enter codesfor accounting system. Coordinate with department that
initiated the purchase. Answer vendor inquiries about payment.

Maintain inventory records.

Prepare correspondence. Check for grammar and punctuation. May include
translations.

Assist employeesin completing enrollment formsfor all benefit programs.
Answer employee questions. Compile and file reports.

Perform other duties as assigned.

General Classification Specification Factors:

Education/Experience:

Supervisory Responsibility:

Type of Supervision:

Effective Date:

A.A. Degree with three years related experience; or
Vocational training (720 hours) with four years related experience; or

High School diploma or equivalent with five years related experience.

Yes

Supervision is typically part-time with respect to instructing, assigning, and

checking the work of others. Most time is typically spent performing the same
work as members of the group. There is little or no responsibility for controlling
costs and enhancing methods for performing work activity.
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