TI TLE:
QUALI FI CATI ONS

REPORTS TO
JOB GOALS

4.
5.

6.

Bakersfield Gty School District
Educati on Center — 1300 Baker Street
Bakersfield, California 93305

Per sonnel Services

ACCCOUNTI NG TECHNI Cl AN 1 |

Know edge of procedures related to school district
budget and finance records or related area; and
practices and term nol ogy used in general and

gover nment al budget and accounting

Ability to efficiently operate el ectronic accounting
equi pnment and a variety of standard business office
machi nes and equi pnent

Ability to nake accurate nmat hematical conputations and
prepare accurate budgetary information and financi al
statenments

Ability to work effectively with staff and public
Ability to follow oral and witten directions; ability
to use i ndependent judgment

Ability to supervise work of others

Admi ni strator as Assigned

To provide professional services which wil
ef fecti veness of departnment and services

| contribute to
t renders

PERFORMANCE RESPONSI BI LI TI ES:

TERVMS OF EMPLOYMENT:

EVALUATI ON

01/ 03

1

ONo Ok W N

Perform speci alized and conpl ex tasks relating to the
preparati on and managenent of a variety of budget and
accounting records and reports pertaining to one or
nore of the follow ng: revenue, expenditures,
attendance, payroll, accounts payable, accounts

recei vabl e and general accounting

Gat hers, assenbles, tabul ates, checks and fil es budget
and financial data

Prepares input to the conputer and utilizes the
conput er prepared output reports in verifying data
May receive noney and prepare deposits

Assists in preparation of budget reports or financial
records

Provides information to staff and public

May supervise work of other enpl oyees as assigned
Performs other related duties as assigned

Sal ary and work year to be according to current
schedul e; classified salary schedule, class 24

Performance of this job will be evaluated in accordance with
the District’s “Inprovenent of Professional Services”
handbook, Board Policies and Procedures and consistent with
col l ective bargai ni ng agreenents when applicabl e




