Position: Accounting Technician Position Number:
Department/Site: Business Services FLSA: Non-Exempt— (Classified
CSEA)
Reports to: Accounting Manager Salary Range 25
DESCRIPTION:

Underthedirectionof the Accounting Manageor otherassignedupervisorperform complex
accounting duties involved in the preparatasmd maintenance of financial rems and reports
for such areas as payroll, accounts payable, accounts receivable, categmisaland
cashiering.

, REPRESENTATI , and payroll.

X Review and assurepostingto proper accountand ledger; enter inventory, financial
and statistical data to proper accquattjust acconts as needed.

X Provide comprehensive oversight dfie general ledger; prepare reports.

X Prepareand codejournal vouchers;verify andreconcilewarrantlistings; assure
proper budget codes are posted to payrotipants payableand other records.

X Preparewarrants,invoices,time records,



X Assurepayments, receipts and docunentationare in accordancewith District,
county, sate and federal laws, regulatiorend procedures.

x Verify, balanceand adjust accounts; reconcile expemes and incame accounts.

X Prepareavarietyof District financialandstatistical recordgprepareandprocess a variety
of financial and statistical doments.

X Review budget records and post recepts and expenditires accordng to



X X X X X X

Add, subtract, mltiply, and divde quickly and accurately.

Learn, applyand explain policies, pcedures, rulesand regulations.
Answer telephones and greet the public courteously.

Type at an acceptablate of speed.

Understand and follow oraind written directions.



	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.

