JEMEZ MOUNTAIN SCHOOLS

P.O. Box 230

GALLINA, NEW MEXICO  87017
JOB DESCRIPTION

JOB TITLE: 
Accounts Payable Bookkeeper – Manager – Purchasing Specialist   (which is appropriate title?)
DEPARTMENT: 

Business Office 

SUPERVISOR: 

Business Manager, Immediate Supervisor

Superintendent, General Supervisor
JOB GOAL: 
To assist in the administration of the business office in the specific programs so as to provide maximum services in complying with accounting procedures and funding requirements and to contribute to school district morale and community’s image by prompt and accurate handling of all Accounts Payable Vouchers.

PERFORMANCE RESPONSIBILITIES:

The person holding this position must be able to:
· Assist and act in a confidential capacity with respect to a person who determines and effectuates management procedures and school board policies.

· Maintain a complete and systematic set of records of all financial transactions of the specific programs, (Operational/State all Federal Programs, inclusive of Private Funding Programs).

· Maintain records of all financial transactions in appropriate journals and subsidiary ledgers from such sources as requisitions, accounts payable, etc…., for the specific programs.

· Prepare financial statements, income statements and cost reports to reflect the financial conditions of the specific programs.

· Assist in processing cash requests, completes and records cash report summaries for the specific programs.

· Prepare and submit all reports/financial/bank statements required of the programs; however, subject to review by the Business Manager.

· Prepare accounts payable for all funds inclusive of Athletics and Non-budgeted Accounts and will comply with all requirements pertaining to accounts payable.
· Coordinate all action dealing with accounts payable requirements to be issued out on schedule.

· Participate in the Cross Training of the business office and assist the Business Manager and/or other Accounting Managers on their workload/assignments as the need arises in their absence.

· Log all out-going long distance telephone calls and fax transmittals
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· Verify and receipt all money received within a twenty-four hour period as required by state statute.

· At the request of the Superintendent interview and make recommendations on employment, re-employment, discharge or termination’s for the Superintendent’s consideration.
· Attend Board Meetings at the request of the Superintendent or his/her authorized designee.

· Perform any and other assigned tasks by the supervisors(s).
MINIMUM QUALFICATIONS:

Experience/Education:
· High School graduate or satisfactory completion of the General Education Development (GED) Test, plus any combination of college level education or stenographic and/or clerical work-totaling two (2) years and/or successful completion of a planned program in secretarial training.

· Must have competencies in mathematical computation, pay attention to detail, and be familiar with  the use of all office machines

· Preferably shall have competencies in accounting, especially in A/P.
Skills/Knowledge:

· Ability to demonstrate high proficiency in duties working through to completion with little or no supervision.
· Ability to deal courteously and tactfully with District personnel and the public.

· Knows the importance of confidentiality.
· Experience working with computers.
Physical Requirements:
· Sitting, standing, lifting and carrying (up to 50 lbs.), reaching, squatting, kneeling.
Environment/Scheduling:

· Must be able to work in varying degrees of noise, temperature and air quality. 
· Interruptions of work are routine so flexibility and patience are required.
WORK SCHEDULE:

Contract Days:   ????

Hours Per Day:  ????  8 hours per day?
Salary:                To be established by the Board of Education on an annual basis,     through the adoption of Salary Schedules.

EVALUATION: 
· Performance will be evaluated in accordance with provisions of Board Policy. 
· To be evaluated by the Business Manager and Superintendent.
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This job description for Bookkeeper – Accounts Payable is effective upon receipt.  This job description may be revised at any time in response to needs of the District.
EMPLOYEE ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING

I acknowledge that I, ____________________________________________, (please print your name), have read and understand the job description for Accounts Payable Accounting Manager.

I further acknowledge that I can and have been given the opportunity to ask questions to clarify matters I do not understand.  I understand the job duties and requirements of the position, and certify that I am able to perform these duties without accommodation.  If I require accommodation to complete these job duties in the future, I agree to inform my supervisor immediately.  I also agree to follow district safety rules and accident prevention procedures, and will observe the limitation on lifting identified in this document.





_________________________________________________





Employee ( Print Name)





_________________________________________________





Signature





_________________________________________________





Date

Approved by:_________________________________ DATE:______________

Business Manager
Accounts Payable Manager     Page 3 of  3        Jemez Mountain Schools     July 2010
