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�x Receive, count, balance, and post financial transactions to proper account and ledger; enter 
inventory and financial data to proper account; adjust accounts as needed.  

 
�x Prepare and maintain account records for budget and other accounts; post financial data 

and prepare reports as it relates to accounts payable data entry.  






	Knowledge of:
	Skills and Abilities to:
	EDUCATION AND EXPERIENCE:
	 Graduation from high school or equivalent education, and
	 Two years of responsible bookkeeping or accounting experience, or comparable experience that has provided the employee with the required knowledge and abilities to successfully perform job duties.
	Environment:
	Office setting with a combination of private offices, cashiering space, and cubicles of co-workers in the same room, services the accounting needs of other employees and students.

