Antelope Valley Union High School District

44811 Sierra Highway Lancaster, CA  93534

POSITION:  SITE ACCOUNT TECHNICIAN

CLASS DEFINITION:  Under the supervision of the principal, will perform a variety of technical duties in accounting, bookkeeping, and clerical work and related duties as required.

EXAMPLES OF DUTIES:  Performs professional accounting work in accordance with a prescribed accounting system and generally accepted principles of accounting.  Assists in the development of site budgets and allocations under the control of the principal, including that of the Associated Student Body.  Reviews and updates budgets on a regular basis, records adjustments to the general ledger of each account under their responsibility; compiles statistical information, provides necessary periodical reports.  Is responsible for the accurate recording and reconciliation of all products and bids received from vendors or the warehouse to the originating order generated by the school site.  Shall maintain the school site’s fixed asset inventory in a manner prescribed by the District.  Prepares necessary reports on sales tax,  issues change and tickets for athletic and other special events.  Banking of receipts may be required; opens and closes accounts monthly and annually; complies with outside audit recommendations; collects various fees and other monies.  Provides technical assistance in the creation of the Associated Student Body budget, issues routine and emergency checks as required for the ongoing operation of the Associated Student Body.  Verifies information for scholarships.  Types letters, memoranda, reports, and other materials.  Serves as the contact person for the Business Services Division regarding all budgets and expenditures.  Shall perform other related duties as required.

DESIRABLE QUALIFICATIONS

EXPERIENCE: Two (2) years combined experience in clerical and bookkeeping; income, expenditure, or program accounting preferred.

EDUCATION:  Completion of twelfth grade, preferably including or supplemented by courses in accounting.

KNOWLEDGE OF:  The principles, practices, and terminology of accounting; the fundamental application of data processing to accounting; the operation of computers; basic business practices and bookkeeping forms and terminology; modern office methods, including filing.

ABILITY TO:  Analyze, compile, and statistically treat data; operate adding and calculating machines and use applicable computer programs with speed and accuracy; prepare clear and concise reports; do general clerical work; use good English, correct spelling and punctuation; understand and follow oral and written instructions; and work independently.

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 lift and carry 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 and adduction.  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 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:  Hold and maintain a valid California Motor Vehicle Operator’s License, proper insurance, and a driving record satisfactory to the District.  Pass a required physical examination.  Submit to fingerprint testing through the California Bureau of Justice and/or the Federal Bureau of Investigations.

SUPERVISION OVER:
None.

SUPERVISION FROM:
Principal

