


 

 

 

 

 
�x Assure payments, receipts, and documentation are in accordance with District, 

county, state, and federal laws, regulations, and procedures. 
 

�x Verify, balance, and adjust accounts; reconcile expenditures and income accounts. 
 

�x Prepare a variety of District financial and statistical records; prepare and process a variety 
of financial and statistical documents. 

 
�x Review  budget  records  and  post  receipts  and  expenditures  according  to   



 

 

 

 

�x Add, subtract, multiply, and divide quickly and accurately. 
�x Learn, apply, and explain policies, procedures, rules, and regulations. 
�x Answer telephones and greet the public courteously. 
�x


	Environment:
	Office setting with a combination of private offices and cubicles of co-workers in the same room, servicing the accounting needs of other employees and students.

