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    SHELBY COUNTY SCHOOLS 

 

JOB TITLE:   ACCOUNTING ASSISTANT  

 

QUALIFICATIONS: 1.   High school diploma or GED 

2.   Demonstrated proficiency in use of computer software   

including Excel, Word and Power Point. 

3.   Minimum of one (1) year of data entry computer experience. 

4.   Effective telephone skills 

5.   Competence in the use of business equipment 

6.   Record-keeping or accounting experience required 

7.   Such alternatives to the above qualifications as the Board of 

      Education may find appropriate and acceptable 

     

REPORTS TO:  Chief Accountant  

    Assistant Superintendent of Finance 

 

JOB GOALS:  To assist in insuring maximum effectiveness in the operation of the 

    Accounting Department as a service function for the Central Office 

    and local schools of the Board of Education. 

 

 

PERFORMANCE RESPONSIBILITIES: 

 

1. Expected work day:  Eight (8) hours. 

2. Regular and punctual attendance required. 

3. Provide accounting support for supervisors as assigned. 

4. Possess accounting skills and knowledge to provide accounting support for educational 

programs and budgets as assigned. 

5. Possess skills necessary to perform complex multiple tasks on a regular basis. 

6. Possess ability and desire to learn new software computer programs. 

7. Possess ability to work independently on assigned tasks without supervision. 

8. Help maintain vendor files as required. 

9. Help with mailing purchase orders and all checks as required.   

10. Maintain utility records as required. 

11. File by subject, alphabetic, numeric, and geographic. 

12. Operate telephone for incoming, outgoing, and interoffice calls when requested. 

13. Maintain the confidentiality of any school system related information and sensitive 

employee information. 

14. Maintain proper and professional relationship with other employees.  

15. Perform duties in a manner that promotes good public relations. 

16. Follow Board of Education policies and procedures. 
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ESSENTIAL FUNCTIONS: 

 

1. Maintain Federal budgets; enter local school budgets into the system, figure salaries 

for employees, and balance bank statements for multiple accounts as assigned. 

2. Assist with Medicaid reporting and fixed assets as assigned. 

3. Maintain budgets, organize and handle all bid processes, and maintain records for 

grants and contract work as assigned.   

4. Write and key journal entries, key accounts payable, balance bank statements for 

multiple accounts, print checks, and make deposits as assigned. 

5. Assist with payroll, insurance/retirement processes, input pay, figure transactions, and 

proofing documents as assigned. 

6. Review and code all purchased orders as required. 

7. Input purchase orders into computer as required. 

8. Maintain purchase order files as required. 

9. Review files regularly. 

10. Record all receipts and prepare bank deposits as required. 

11. Maintain ADE and fee replacement fund records as assigned.  

12. Type from straight copy/rough draft. 

13. Keep statistical records as required. 

14. Compile and type statistical and written reports as required. 

15. Meet and assist visitors in a helpful, courteous, and professional manner. 

16. Compose and type letters of transmittal and routine letters of inquiry, requests, and 

information. 

17. Possess physical and emotional ability and dexterity as needed to perform required 

work in a fast-paced, high intensive work environment. 

18. Possess visual acuity. 

19. Possess physical capability to walk, stoop, bend and lift up to 25 pounds.  

 

MARGINAL FUNCTIONS: 

 

Any other reasonable office related tasks assigned by supervisors. 

 

TERMS OF EMPLOYMENT: Twelve month contract.  Salary according to the   

     appropriate current salary schedule for Rank I Accounting  

     Assistant. Advancement to Rank II Accounting Assistant is 

     determined by 2 years employment as Accounting   

     Assistant Rank I and recommendation of supervisor.   

     Advancement to Accounting Assistant Rank III is   

     determined by tenure and recommendation of the   

     supervisor. 

      NON-EXEMPT EMPLOYEE. 

 

EVALUATION:   Performance will be evaluated in accordance with 

     support personnel evaluation system and Board policy. 

 

REVIEWED AND AGREED TO BY:_____________________DATE:____________ 


