Accounting Manager

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


Operate computer terminals to enter data from a number of sources; operate other data processing equipment as directed; enter and balance Fixed Assets Program to assure input data is accurate and complete; maintain accurate and current files, records and data base files.  Oversee Food Service and Activity Fund procedures and balances.  Complete monthly and yearly report for the Activity Fund.

PERFORMANCE RESPONSIBILITIES
1. Maintain and run Fixed Asset Project
2. Balance Fixed Asset totals to assure input data is accurate and complete
3. Prepare and enter all inventory into MUNIS system
4. Maintain accurate and current files
5. Oversee Food Service and Activity Fund balances and procedures
6. Complete monthly reports to the Board of Education 
7. Any duties as requested by the Finance Officer or Superintendent


PHYSICAL DEMANDS
Work to meet timelines; work under directions from Finance Officer and Superintendent

MINIMUM QUALIFICATIONS
1. High school diploma or G.E.D.
2. Operation of data entry terminals and data processing equipment.  
3.Operate MUNIS system and generate reports.  
4. Understand and follow oral and written directions
5. Perform general clerical and record keeping duties of average difficulty
6. Type at an acceptable rate of speed
7. Three or more years experience in a corporate or non-profit accounting position.  Public accounting or audit experience helpful.
