
WRIGHT ELEMENTARY SCHOOL DISTRICT 

 

DISTRICT ACCOUNTANT 

Classified Job Description 

__________________________________________________________________________ 

 

DEFINITION 
 

Under the direction and supervision of the District Business Manager, perform accounting responsibilities, 

process accounts payable, serve as the District’s purchase agent, compile data and generate reports, provide 

general office support and special projects for the Superintendent and District. 
 

SUPERVISION RECEIVED 
 

Receives direction and supervision from the District Business Manager. 
 

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following: 
 

 Perform accounting work in the maintenance of financial records and the preparation of periodic financial 

statements and reports. 

 Assist in the preparation of the District budget. 

 Calculate, review, and verify income from federal, state and local resources. 

 Prepare attendance calendar and calculate instructional minutes. 

 Prepare single/multi-funded federal employee verification. 

 Performs district-wide purchasing, including state instructional material orders; issues purchase orders, encumber 

purchase orders; obtains W-9’s from new vendors. 

 Reconciles orders with packing slips and invoices; checks invoices for accuracy, processes vendor payments and 

mail vendor warrants; performs related data entry and ensures that all material payments are accounted for and 

paid in accordance with regulations. 

 Maintains and reconciles the District Revolving Cash and Clearing Accounts and issues checks as required. 

 Maintains District’s fixed assets Inventory List in meeting the audit requirements. 

 Provides information for all staff and responds to inquiries from vendors on purchasing and payment processing; 

acts as the District’s Liaison with the Sonoma County Office of Education. 

 Makes District deposits as needed and requested by the Business Manager. 

 Assists Business Manager in closing books. 

 Coordinate the collection of Mitigation and Developer Fees. 

 Maintains logs, calculates charges, and prepares District-wide copier maintenance tracking information for 

billing reconciliation. 

 Orders office supplies for the District Office. 

 Maintain postage machine. 

 Process field trip requests. 

 Provides back-up for other District Office personnel as necessary. 

 Assists with special projects and performs other related duties as assigned by the District Superintendent and 

District Business Manager. 

 Other duties as assigned. 
 

QUALIFICATIONS 

Knowledge and independent use of: 

 English usage, grammar, spelling and punctuation. 

 Modern office methods, procedures, equipment and data processing techniques. 

 Accounting and financial record keeping principles and procedures, and the ability to make 

 mathematical calculations with speed and accuracy. 

 Governmental accounting standards and accounting procedures. 
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 Pertinent California Education Codes, State Accounting Manual, Governmental Codes, and Federal, 

 State and County mandated requirements. 

 Various computers and success in using various accounting and word processing software programs. 

 Business letter writing and report preparation techniques. 

 Organization procedures. 

 Record keeping and filing principles and procedures. 

 

Ability to: 

 Prepare clear and comprehensive financial statements and reports. 

 Accurately check, verify and analyze a variety of accounting data. 

 Type accurately from clear copy.  

 Compose correspondence independently and correctly. 

 Compile and maintain complex and extensive records, files, and reports. 

 Understand and carry out oral and written directions. 

 Communicate effectively and professionally orally and in writing. 

 Establish and maintain effective working relationships with the staff and general public. 

Use discretion and maintain confidentiality as appropriate when communicating with others and in 

performing job duties. 

 Maintain composure and flexibility under pressure. 

Recognize the necessity and importance to serve the public, staff, co-workers, and supervisors in a 

professional, courteous and friendly manner.  

Work independently in the absence of supervision. 

 Appropriately maintain the confidentiality of payroll, personnel and financial transactions. 

 
 Experience and Training 

Any combination of experience and training that would likely provide the required knowledge and 

abilities is qualifying.  A typical way to obtain the knowledge and abilities would be: 

 

Experience: 
A minimum of two years of accounting experience. 

School accounting experience is desirable. 

 

  Training: 
Equivalent to the completion of the twelfth grade supplemented by specialized accounting training and/or completion 

of accounting coursework. 

Bachelors/Associates degree in related field is desirable. 

 

  Licenses/Certificates and Requirements of the job: 
  Must possess (at all times during employment) a valid California Driver’s License. 

  Fingerprint and TB Clearance required. 

 

 
Classified Salary Schedule Range 26 
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