
JOB TITLE:   BOOKKEEPER 
 
QUALIFICATIONS: 1. High School diploma with courses in bookkeeping or 

accounting desirable. 
2. One-year certificate from college, technical school or 
equivalent from accredited university with specialized 
coursework in accounting, bookkeeping or related field 
preferred. 
3. Minimum of 5 years increasingly responsible experience in 
the preparation and maintenance of financial and statistical 
records in the automated accounting environment. 
4. Any equivalent combination of experience and training that 
provides the required knowledge, skills, and abilities to 
perform the essential functions of the position. 
5. Communicate effectively in oral and written form. 
6. Establish cooperative relationships in a calm and tactful 
manner. 
7. Such alternatives to the above qualifications as the Board 
may deem appropriate or acceptable. 

     
REPORTS TO:  Superintendent 
 
JOB GOAL: To keep the superintendent informed of the financial status of 

the district by providing timely and accurate financial reports 
relating to all fiscal activity within the district. 

 
PERFORMANCE RESPONSIBILITIES: 
 

1. Perform complex and technical accounting duties in support of an assigned 
department; establish, monitor, and maintain all accounts. 

2. Maintain district chart of accounts for all budgeting in accordance with DESE 
regulations for reporting purposes. 

3. Compile/distribute annual allocations for all buildings/department budgets.  Assemble 
data for budget preparation of proposed/amended board budget books and analytical 
reports. 

4. Supervisory review of activities performed to assess the accuracy and allowability of 
transactions and determinations. 

5. Summarize income and expense data for determining the cost effectiveness of 
programs, purchases, and activities; prepare analytical reports for administrators as 
requested. 

6. Gather, assemble, post, balance, and summarize accounting data; deposit district 
monies and receipt all sites deposits to the general ledger. 

7. Compile, organize, and review financial data and documents; prepare, process, and 
timely file statistical and financial reports and related documents, balance sheets, and 
statements as mandated by county, state, federal agencies, and district auditors; 
responding timely to any/all inquiries. 

8. Reconcile and balance assigned accounts; record financial transactions; maintain 
journals and ledgers. 



9. Process accounts receivable and accounts payable as assigned, prepare billings; 
maintain related files; record receipts and expenditures; transfer budget dollars for 
purchasing from applicable codes; expenditure transfers for correcting of errors, 
discrepancies, or sharing of cost of purchases. 

10. Process daily receipts, and prepare financial statements and projections as requested. 
11. Monitor and control expenditures to assure funds cover expenditures and are charged 

properly to assigned accounts. 
12. Maintain lease/purchase, investment, and pledged security ledgers. 
13. Assemble, organize, post, balance, and summarize accounting data, assist other 

employees in fiscal services department with completion of tasks as needed/assigned. 
14. Research prior fiscal year data and transactions relating to current problem resolution. 
15. Communicate with vendors and district personnel to resolve problems, correct errors, 

obtain authorizations, and exchange information. 
16. Audit financial data and documents to assure accuracy, completeness, and compliance 

with district policies and procedures, and applicable governmental regulations. 
17. Serve as Notary Public to the district and all employees. 
18. Maintain a commitment to ongoing professional development.  
 

TERMS OF EMPLOYMENT: Salary and work year to be established by the Board of 
Education. 

 
EVALUATION: Performance of this job will be evaluated in accordance 

with provisions of the Board’s policy on Evaluation of 
Support Personnel. 

 
Signed:________________________________________ Date:___________________ 
                                    (Bookkeeper) 
 
Signed:________________________________________ Date:___________________ 
                                 (Superintendent) 
 

 


