
ANTELOPE VALLEY UNION HIGH SCHOOL DISTRICT VACANCY # 99-00-16PRIVATE 

44811 SIERRA HIGHWAY, LANCASTER CA 93534

POSITION:
CATEGORICAL PROGRAMS BOOKKEEPER (DO)

Position contingent upon continued categorical funding
CLASS DEFINITION: Under the direction, performs technical work in program planning and budgeting of categorically funded programs; performs other duties of a clerical nature; and does related work as required.

EXAMPLES OF DUTIES:  Receives budget data related to categorically funded programs; uses established guidelines laws, regulations, and policies to record, monitor and audit program expenditures; works with program directors and principals to provide support in the development of program budgets; maintains an on-going audit of expenditures within site programs and transfers funds between programs as needed; assists program directors and principals with position control development and planning, provides data for computing salaries, benefits and projected increases; computes and compiles information and figures for a variety of reports including program expenditure reports; compiles and submits required expenditure reports to the State Department of Education and other agencies; independently composes letters, memoranda and bulletins as assigned; dispenses information to staff, in person or over the telephone; organizes department budget records and other financial material to maintain accurate fiscal records; helps prepare handbooks, special reports, lists and surveys on a routine or periodic basis; maintains a wide variety of files and other information; uses computer to do spread sheets, word processing, etc.; prepares forms, requisitions, work orders warehouse requests; assists with preparation of Board agenda items having to do with categorically funded programs.

DESIRABLE QUALIFICATIONS: 
Experience: Two years experience in bookkeeping, preferably with categorically funded sate and 

federal programs.  Experience in the development of budget for public education special funded 

projects is highly desirable.

Education: 
Completion of 12th grade or equivalent.

Knowledge Of:
 The basic principles, practices and terminology of accounting and budget 

development: office practices and procedures;  financial analysis methods; correct English usage, 

spelling,  grammar and punctuation; the operation of office equipment,  including computers and 

word processors. 

Ability to: Operate adding and calculating machines with speed and accuracy; do general clerical 

work; use good English; use correct spelling and punctuation; understand and follow oral and 

written  instructions; type with reasonable speed and accuracy; operate common office machines; 

establish and maintain effective working relationships with staff members.

PHYSICAL ABILITIES: Visual ability to read handwritten or typed documents, and the display screen of various office equipment and machines.  Able to conduct verbal conversation.  Able to hear normal range verbal conversation(approximately 60 decibels).  Able to sit, stand, stoop, kneel, bend and walk.  Able to sit for sustained periods of time.  Able to climb slopes, stairs, steps, ramps and ladders.  Able to push and /or pull equipment weighing up to 20 pounds.  Able to lift up to 20 pounds.  Able to carry up to 20 pounds.  Able to exhibit full range of motion for shoulder external rotation and internal rotation.  Able to exhibit full range of motion for shoulder abduction.  Able to exhibit full range of motion for elbow flexion and extension.  Able to exhibit full range of motion for shoulder extension and flexion.  Able to exhibit full range of motion for back lateral flexion.  Able to exhibit full range of motion for hip flexion and extension.  Able to exhibit full range of motion for knee flexion.  Able to operate office machines and audio-visual machines and equipment in a safe and effective manner.  Able to demonstrate manual dexterity necessary to operate calculator, typewriter, and/or computer keyboard at the required speed and accuracy.

REQUIRED TO:  Posses a valid California Motor Vehicle Operators License, proper insurance, and maintain a driving record satisfactory to the district. Pass a required pre-employment physical examination regarding this position. Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigation.

SUPERVISION OVER:
None

SUPERVISION FROM:
Administrative Supervisor

SALARY:

Range 35, Step 01, 
HOURS:

8 Hours per day, 12 months per year

