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Board Memo
          	        		
DATE:  5/8/2025

AGENDA ITEM DETAILS:
School/Department 
Human Resources & Finance
Product Vendor or Grant Issuer
Not Applicable
Product or Grant Name
Creation of Finance General Bookkeeper and Payroll Bookkeeper Job Descriptions 
Date/Term (Beginning and End Dates/Year)
Upon Approval

APPLICABLE BOARD POLICY & STRATEGIC PLAN GOAL:  
01.11 General Powers and Duties of the Board”; 03.133 “Duties”:  Job Description; Goal 2: Empowered Workforce 2B

DESCRIBE USE OF CONTRACT/PURCHASE/AGREEMENT
Currently the district utilizes one Bookkeeper job description for all bookkeeping positions within the payroll department. The utilization of one single job description for these positions is no longer effective or efficient as the responsibilities of these two bookkeeper groups have become more specific and specialized. The development of the Bookkeeper – General and Bookkeeper – Payroll job descriptions is necessary to ensure consistent application of the responsibilities of these positions and assist with the recruitment of these positions when vacancies occur.
If the new job descriptions are approved the current ‘Bookkeeper’ job description will be retired. 

FUNDING FOR PURCHASES AND OTHER REQUESTS:
Total Cost
No additional Financial Impact
Funding Source
General Fund
     *If more than one funding source, list below along with amount or percent for each source
Click or tap here to enter text.

IF THIS IS A GRANT, ENTER AMOUNT TO BE AWARDED:
Click or tap here to enter text.

RECOMMENDATION:
It is recommended that the Board approve the creation of the General Bookkeeper and Payroll Bookkeeper job descriptions as presented.

CONTACT PERSON: (submitter)
Eric Ball, Director of Human Resources
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