Account Clerk I

Reports to – Finance Officer and Superintendent
Regular Hours Worked – 8 hours per day
Terms of Employment – 235 days per year

Operate computer terminals to enter data from a number of sources, operate other data processing equipment as directed; balance batch totals to assure input data is accurate and complete; maintain accurate and current files, records and data base files

PERFORMANCE RESPONSIBILITIES
1. Enter requisitions and run purchase orders
2. Balance batch totals to assure input data is accurate and complete
3. Prepare and enter all purchase orders into MUNIS system for payment
4. Maintain accurate and current files, records and data base files
5. Receive and deposit all accounts receivable checks
6. Prepare and send utilities and unemployment reports each quarter and end of year
7. Do daily backup procedures for file servers and MUNIS system when needed
8. Any duties requested by the Finance Officer or Superintendent


PHYSICAL DEMANDS
Sitting at a workstation, travelling to schools

MINIMUM QUALIFICATIONS
1. High School Diploma or G.E.D.
2. General knowledge of office equipment and word processing procedures
3. Type at an acceptable rate of speed
4. Experience in general clerical or data entry work

