NELSON COUNTY SCHOOLS
Job Description
TITLE: ACCOUNT CLERK I 
REPORTS TO: Principal 

QUALIFICATIONS: Any combination equivalent to: High school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky law and one year experience in maintaining automated financial and statistical records. 

JOB GOALS: Performs a variety of responsible clerical business duties; maintain financial, attendance and/or statistical records; review, prepare and process financial, accounting and purchasing documents, reports and material. 

PREFORMANCE RESPONSIBILITES: 
Performs business and clerical duties which are structured. 

Maintains a set of records related to an area of clerical business such as accounts receivable, budget, school accounting, food services, attendance, personnel or other assigned business support area; coordinates assigned area with other business functions. 

Verifies classroom/homeroom attendance, locates and monitors student dispositions; produces monthly attendance reports for verification, develops homeroom rosters at the beginning of each school year; produces absentee reports and accurately enters and updates student demographics. 

Verifies, balances, adjusts and assures the accuracy of assigned accounts; receives, verifies and audits invoices and receipts for supplies, equipment and services; contacts District personnel to verify orders, receipts and signatures. 

Collects, receipts, records and deposits Monies; sorts and posts to appropriate account; reconciles cash, receipts and statements; resolves or assists in the resolution of Discrepancies and errors. 

Compiles, sorts, codes, tabulates, posts and compares financial and statistical data; verifies availability of funds; extends and balances accounts and posts to various records and reports. 
Prepares, maintains and files lists, records, reports and other documents. 
Interacts with vendors and District personnel to research discrepancies, corrects errors, resolves problems and assists with preparation and maintenance of records and reports. 

Provides information regarding accounting policies, procedures and practices to District employees, vendors and others; interprets, applies and explains District policies and regulations as needed. 

Inputs financial and statistical information into an automated accounting system. 

Operates a variety of office equipment including typewriter, calculator, copier, and computer terminal. 
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Performs related duties as assigned. 
Meets schedules and time lines.

Communicates effectively, both orally and in writing.

Establishes and maintains cooperative and effective working relationships with others.
Demonstrates regular attendance and punctuality. 

Adheres to the appropriate code of ethics. 

Performs other duties consistent with the position assigned as may be requested by the Principal or Superintendent. 
ABILITY TO: Perform as a leader such that student achievement is maximized through efficient use of funds.
KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined.
