NELSON COUNTY SCHOOLS 
Job Description 
TITLE: ACCOUNT CLERK II 
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 two years of increasingly responsible financial record-keeping experience including experience with automated record-keeping systems. 
REPORTS TO: Supervisor 

JOB GOALS:  Perform complex and advanced clerical business duties related to the preparation of such matters as financial statements, attendance records or District payroll; assign, review and lead the work of other accounts clerks as assigned. 
PERFORMANCE RESPONSIBILITES: 
Performs specialized business duties with responsibility for an assigned set of accounts in one or more specific accounting functions. 

Performs complex and advanced-level clerical business duties in support of District programs and services; processes or prepares more complex or technical Business documents, including payments, reports and special projects. 

Assumes some instructional responsibilities as they relate to attendance, participation in scheduling activities, and production of reports. 

Processes payroll and related records for an assigned major payroll; computes hours and pay of 

employees for each payroll period; computes and summarizes deductions such as withholding 

tax, retirement, insurance and maintains records of deductions; verifies and inputs data. 

Maintains employee attendance records; verifies and inputs individual sick leave and vacation allowance, usage and payoffs; distributes related lists and notices as needed. 

Assigns, reviews and leads the work of other account clerks as assigned; answers and provides assistance with more technical questions and procedures. 

Responds to questions or complaints from vendors, District administrators, food service personnel or employees regarding issues related to pay, benefits, payments, balances, charges, inventories and other information. 

Performs financial records-keeping for District food service operations; maintains computerized records of accounts receivable, payable and cash sales. 

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 

Superintendent.
ACCOUNT CLERK II – Continued----------------------------------------------------------------Page 2

KNOWLEDGE AND ABLILITIES: To perform the responsibilities as previously outlined.
ABILITY TO: 
Perform complex and responsible payroll duties with a high degree of skill and accuracy. 
Read, interpret, apply and explain rules, regulations, policies and procedures. 

Process payroll and related records for classified and certificate payrolls. 

Train and provide work direction to others. 

Deal tactfully and effectively with irate employees. 

Establish and maintain cooperative and effective working relationships with others. 

Meet schedules and time lines. 

Work confidentially with discretion. 

Communicate effectively both orally and in writing. 

Maintain records and prepare reports.  

Operate standard office equipment including a computer terminal as required. 

