Position: Accounting Specialist Position Number:

Department/Site: Business Services FLSA: Non-Exempt — (Classified
CSEA)
Reports to: Controller or other assigned supervisor Salary Range: 27

Under minimal supervision, the accounting specialist performs a variety of difficult and technical
cashiering and accounts receivable duties that require a good working knowledge of all aspects of
the cashiering cycle necessary for daily operations of the cashiering department including a
substantial amount of administrative detail and non-routine work. The accounting specialist assists
in the oversight of coordination of all cashiering services and student account activities,
coordinates the work of staff, ensures that the instructions of the supervisor are carried out




Creates and updates the cashiering office procedures manuals; initiates, maintains, and
updates college publications and communications regarding cashiering fees, information,
procedures, and processes.

Processes, evaluates, and submits online, manual, and exception refund requests; manages
refunds, parking permits, and credit card systems



e Financial and statistical record-keeping techniques;
Skills and Abilities to:



- Physical tolerance to be exposed to dust, pollen, and other aspects of indoor office air.



