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ALEXANDER CITY SCHOOLS
JOB DESCRIPTION

JOB TITLE:
System Bookkeeper
REPORTS TO:  Chief School Financial Officer
SUPERVISES:  N/A
QUALIFICATIONS:

1. Post-secondary training in Accounting or Bookkeeping.

2. A minimum of 3 years bookkeeping or accounting work experience, preferably in a school environment.

KNOWLEDGE, SKILLS AND ABILITIES:

1. Ability to follow the guidelines listed in the Alabama Department of Education accounting manual.
2. Knowledge of payroll tax laws and regulations.
3. Knowledge of rules and regulations related to payroll deductions such as insurance, retirement, tax deferrals, etc.

4. Excellent computer skills.
5. Excellent verbal and written communication skills.
6. Strong interpersonal skills.

JOB GOAL:

To ensure that payroll records, procedures and reports are completed in a timely and accurate manner in compliance with all applicable laws, rules and regulations and ensure that all finance activities are carried out in accordance with guidelines required by the Examiners of Pubic Accounts.

PERFORMANCE RESPONSIBILITIES:

1. Assist in preparing and analyzing financial statements in accordance with local, state and federal requirements.

2. Assist in preparing and monitoring budgets in accordance with local, state, and federal requirements.

3. Assist in reporting financial and budget results to teachers, employees, department heads, principals, superintendent, board members, state and federal officials, and the public and other interested users of school system information.

4. Assist in reporting wage and tax information to state and federal officials.

5. Assist in training the school bookkeepers.

6. Function as a cross-trained backup for accounts payable during peak activity periods or absenteeism.

7. Import local school accounting data into the central office accounting system, monitoring for accuracy.

8. Provide fixed asset reporting for all departments of the school system.  

9. Assist the identification, tagging, and reporting of fixed assets.

10. Reconcile bank statements for cash accounts administered  by other employees.
11. Post deposits.
12. Verify that schools use correct revenue and expenditure account codes as specified by the state accounting manual.

13. Verify that schools classify funds as either “public” or “non-public” and that “unallowed” expenditures, as defined by the Alabama Department of Education and Alabama Examiners of Public Accounts, are not allowed.  Provides assistance to school bookkeepers and principals in researching questions that may arise regarding these issues.

14. Monitors budgets for compliance and notifies local schools if amendments are necessary.

15. Collect accounting data by the 15th of each month from the local schools, analyzes data for correctness, supervises corrections required at the school level, and record data at central office.

16. Advises local school bookkeepers of state accounting manual changes and provide training when necessary.

17. Supervise data collection for payroll at local schools.  This includes sick leave, personal leave, vacation, overtime, information regarding substitute teachers, and other payroll information reported by local schools on a monthly basis.
18. Balance accounts at end of each month, including transfer ins and outs.

19. Manage payroll deductions and process all related payments, such as garnishments.

20. Manage changes in payroll, including step raises, degree changes, etc.

21. Assist with LEAPS submission, as directed by CSFO.

22. Process all STA purchase orders.

23. Complete all monthly payroll related reports – e.g. retirement, employment statistics, etc.

24. Post daily absences to employee attendance system.

25. Bill individual schools when appropriate – e.g. payroll, subs, etc.
26. Attend professional trainings as directed by CSFO.
PHYSICAL REQUIREMENTS:

N/A

TERMS OF EMPLOYMENT:

Salary and benefits shall be paid consistent with the system's approved compensation plan. Length of the work year and hours of employment shall be those established by the system.

EVALUATION:

Performance of this job will be evaluated a minimum of once each year.

It  is the policy of the Alexander City Board of Education that no person shall, on the grounds of race, color, disability, sex, religion, creed, nationality, origin, or age be excluded from participation in, be denied the benefits of, or be subjected to discrimination under program, activity, or employment.  
Signature: ________________________________________ Date: _______________________

Human Resource Director: _________________________________ Date: _________________
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